
 

 

 
 

 

 

 
 

REQUEST FOR PROPOSALS 
 

FOR 
 

GRAPHIC DESIGN AND PRINTING SERVICES  
(RFP 17/18-12) 

 

Date of Issuance: October 10, 2017 

Pre-Proposal Meeting, if applicable: October 17, 2017 at 10:30 a.m. 

Questions & Requests for 
Clarifications Due no later than: October 24, 2017 by 4:00 p.m. 

Answers & Clarifications Provided 
no later than: October 31, 2017 

Proposal Due: November 9, 2017 by 2:00 p.m. 

 

Submit Proposals to: 
Jillian Ragia, Buyer II 

Procurement & Contracts Division  
Alameda County Water District 

43885 South Grimmer Boulevard 
Fremont, CA 94538 
Tel.: (510) 668-4292 

 
 

Please go to acwd.org to register in the District’s vendor data base if you have not already done 
so. Future solicitation announcements will be sent via email to those vendors who have 
registered. 

 

 

http://ca-alamedacountywater.civicplus.com/index.aspx?nid=249


 

Vendor: Affix this label to your sealed envelope to identify it as a SEALED 
PROPOSAL. Be sure to include the name and location of the company 
submitting the proposal where requested on the label.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

SEALED PROPOSAL – DO NOT OPEN 
 
 

Solicitation No.:  RFP 17/18-12 
Title:  GRAPHIC DESIGN AND PRINTING 

SERVICES 
Due Date/Time:  NOVEMBER 9, 2017 @ 2:00 PM  
 
Submitted By:      _____________________________ 

                         (Company Name)  
                   
                      _____________________________  

                            (City/State)  
 
DELIVER TO:  Jillian Ragia, Buyer II 

Procurement & Contracts Division 
Alameda County Water District 
43885 South Grimmer Boulevard 
Fremont, CA 94538 
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1. INVITATION 
 

The Alameda County Water District (District) invites qualified firms to submit proposals to 
provide graphic design and printing services (Services). The goal of the District is to select one 
or more Proposer(s) who can assist us with providing consistent appearance and quality for all 
communication materials in a timely manner. This Request for Proposal (RFP) has been divided 
into two (2) Task Groups, including: 

 
A. Printing Services (e.g. letterhead, envelopes, forms) 
 
B. Graphic Design Services (e.g. bills inserts, newsletters, reports, postcards) 

 
Some of the required Services are routine, used in the normal course of District operations, and 
some are to be produced on a periodic or as-needed basis. Firms may propose to provide one or 
more of these Service Groups. Each Task Group will be evaluated and awarded individually. It 
is anticipated that at least one firm will be selected for each Task Group. However, the same 
firm may be selected to provide more than one service group under the same agreement. This 
request does not include providing mailing services. 

 
2. PERIOD OF PERFORMANCE 
 

It is the intent of the District to award one or more Service Agreements to the highest ranked 
Proposer(s), in accordance with the evaluation criteria set forth herein. The performance period 
will commence upon issuance of a Notice to Proceed anticipated to start in January 2018. The 
base term of the Agreement shall be for one (1) year with four (4) one-year options to renew, at 
the District’s sole discretion, under the same terms and conditions. The District annually spends 
between the range of $20,000 and $25,000 for graphic design services and $10,000 to $15,000 
for printing services described in this solicitation. 

 
3. BACKGROUND 
 

The District is a California Special District located in the San Francisco Bay Area. The District 
supplies water to the cities of Fremont, Newark, and Union City in southern Alameda County. 
The first water district formed in California under the County Water District Act of 1913, the 
District today has a staff of approximately 230 employees and supplies drinking water to more 
than 351,000 people. The District covers approximately 100 square miles and provides water 
service through over 83,000 connections. With diverse water sources that include the State 
Water Project, water imported from the City and County of San Francisco Water Department, 
and local groundwater, the District has consistently been able to accomplish its mission of 
providing a reliable supply of high quality water at a reasonable price to its customers. 
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4. DEFINITIONS 
 

Whenever the following words occur in this RFP, they shall have the following meanings: 
 
A. COMPETITIVE SEALED PROPOSALS is a transparent procurement method in which 

Proposals from competing contractors, suppliers, or vendors are invited by openly 
advertising the scope, specifications, and terms and conditions of the proposed Agreement. 
Award is typically made to the most qualified Proposer or Proposers whose Proposal(s) 
provides the best value to the District.  

 
B. CONTRACT ADMINISTRATOR shall mean the District’s Contract Administrator who 

will be identified after Solicitation award.  Any reference to the Contract Administrator in 
the Agreement shall mean the Contract Administrator or designated representative. The 
Agreement will be performed under the direction, inspection and supervision of the Contract 
Administrator. 

 
C. CONTRACTOR or CONSULTANT means any person or firm having a Contract with the 

District. 
 
D. DISTRICT or ACWD shall mean the Alameda County Water District. 
 
E. PROPOSER means a corporate entity or individual who responds to this Request for 

Proposals. 
 
F. REQUEST FOR PROPOSALS or RFP means all documents, whether attached or 

incorporated by reference, utilized for soliciting Proposals. Also referred to as “Solicitation.” 
 
G. SERVICES shall mean the requested services, goods, supplies or equipment. 
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5. SOLICITATION PROCESS AND PROPOSAL EVALUATION 
 

A. Solicitation Timeline 
 

The District intends to adhere to the following timeline which is subject to change at the 
discretion of the District:  

 
        Activity           Date 
 
RFP Issued................................................................................................ October 10, 2017  
Pre-Proposal Meeting........................................................... October 17, 2017 at 10:30 a.m. 
Questions / Requests for Clarifications due…….….............. October 24, 2017 by 4:00 p.m. 
District’s Responses to Questions ……………..……..…………............ October 31, 2017 
Proposal Due Date……………………….……..…….…..... November 9, 2017 by 2:00 p.m. 
Interviews (tentative)...………………………….….……….......week of November 27, 2017 
Anticipated Board Approval......................................................................January 11, 2018 

 
B. Proposer’s Minimum Qualifications and Experience 

 
1) Qualifications and Experience of Firm 

 
In order to be considered for award, each Proposer must meet the following 
requirements: 

 
Requirements Specific to Graphic Design Services 
 
• At least three (3) years’ (preferably public sector)experience providing the proposed 

services in this RFP; 
• Demonstrate the ability to work effectively, often under tight deadlines, with all staff 

levels. 
• Demonstrate a solid understanding of the scope and nature of the work, as well as 

outstanding technical expertise and excellence in customer service; 
 

Requirements Specific to Printing Services 
 
• At least three (3) years’ (preferably public sector)experience providing the proposed 

services in this RFP; 
• Adequate personnel, such as project manager(s) and creative staff, who can service 

this contract. 
• Demonstrate experience with a variety of printing processes and techniques. 
• Experience with a wide variety of print stock and production. 
• Ability to provide reliable pickup or delivery services within two (2) business days 

of completion.  
• Proposer mistakes at no cost to the District. 
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In addition to the minimum requirements described above, Proposer shall provide 
information about its company so the District can evaluate the firm’s ability to provide 
the services set forth in response to this RFP. The District, at its discretion, may require 
a Proposer to provide additional information and/or clarify requested information.  

 
2) Qualifications and Experience of Account Representatives 

 
Account Representatives shall have provided similar services as those sought herein. 
Each Proposer shall submit a list of account representatives who will be assigned to the 
District’s account including resumes/bios, experience working with other clients, 
professional affiliations, licensures, and certifications. This information shall indicate 
sufficient evidence satisfactory to the District that the proposed staff have the 
qualifications and experience necessary to successfully complete the Scope of Services. 

 
3) Subcontractor 

 
A Proposer intending to use any subcontractors must identify them on the 
Subcontractors form in Appendix A and include it with its proposal. Work that 
subcontractors will perform, if any, should be indicated on a task basis. Use of any 
and all subcontractors must be approved in writing by the District’s authorized 
representative. 

 
6. EXAMINATION OF RFP DOCUMENTS 
 

A. The selected Proposer will be required to execute an Agreement for Services, refer to 
sample located in Appendix B, with the District, describing the Scope of Services to be 
performed, compensation and other pertinent provisions.    

 
B. Before submitting its Proposal, each Proposer must (a) examine the RFP documents 

thoroughly and (b) familiarize itself with any applicable Federal, State and local laws, 
ordinances, rules and regulations, and standards affecting provision of the Services.  

 
7. PRE-PROPOSAL MEETING 
 

Proposers are invited to attend a Pre-Proposal meeting at the District’s Headquarters (43885 
South Grimmer Boulevard, Fremont, CA 94538) on October 17, 2017 at 10:30 a.m. 
Attendance is not mandatory, but strongly recommended. Proposers may also have the option of 
attending the meeting remotely, via WebEx. Instructions to attend the meeting electronically 
will be provided in response to a written request to jillian.ragia@acwd.com. 

 
The meeting shall consist of a review of the solicitation process, requested services and required 
proposal submittals. Information given at the meeting by the District will be furnished to all 
prospective Proposers on the District’s website with the responses to questions and requests for 
clarification referenced in Section 9. The meeting is anticipated to take up to one (1) hour. If 
attending please RSVP, no later than October 16, 2017 by 5:00 p.m., by emailing Jillian Ragia, 
at jillian.ragia@acwd.com. 

 

mailto:jillian.ragia@acwd.com
mailto:jillian.ragia@acwd.com
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8. QUESTIONS AND REQUESTS FOR CLARIFICATIONS 
 

Prospective Proposers must carefully examine the Solicitation documents, including terms and 
conditions of the Agreement.  In the event of doubt of anything contained in the Solicitation, all 
questions or requests for clarification about the meaning or intent, discrepancies or omissions of 
the RFP documents may be submitted to Jillian Ragia, Buyer II, Procurement & Contracts 
Division, Alameda County Water District, 43885 South Grimmer Blvd., Fremont, CA 94538 
via mail or email jillian.ragia@acwd.com until October 24, 2017 by 4:00 p.m.  Responses to 
questions and requests for clarification will be posted to the District’s 
website, http://acwd.org/Bids.aspx?CatID=18 no later than October 31, 2017. Only questions 
answered by formal written addenda will be binding. 
 
Oral and other interpretations or clarifications will be without legal effect. Any information 
given to a prospective Proposer by the District will be furnished to all prospective Proposers, if 
that information is necessary in submitting Proposals, or if the lack of such information would 
be prejudicial to other prospective Proposers. 

 
9. ACKNOWLEDGEMENT OF ADDENDUM / ADDENDA TO THE SOLICITATION 
 

Each Proposer shall acknowledge receipt of any addendum / addenda to this Solicitation. 
Proposers are required to submit the signature page of each addendum, if any, with their 
Proposal. 

 
10. BASIS OF AWARD 
 

It is the intent of the District to award an Agreement for Services (Contract) to the highest 
ranked Proposer(s), in accordance with the evaluation criteria set forth herein. Contract award, if 
any, shall be made to the highest ranked Proposer(s), as determined by the Technical Evaluation 
Team, based on the factors described below in Part I, Section 12.D “Evaluation Criteria”. The 
District reserves the right to award the Service(s) listed on this solicitation "individually", by 
"task group", "all or none", or by any other method as deemed in the best interest of the District.  
 
In the event a mutually satisfactory Contract cannot be negotiated with the highest ranked 
Proposer, negotiations may be terminated by the District and commenced with the next highest 
ranked Proposer. 

 
11. JOB ORDERS/QUOTES 

 
During the term of the Agreement, each graphic design service, ad-hoc printing service or 
updates outside of the existing scope of services for printing services shall be completed 
pursuant to this RFP and assigned by written Job Order by the District to the Contractor. The 
issuance of Job Orders is ongoing and multiple Job Orders may be assigned. The District will 
only issue Job Orders in writing via email to the Contractor. 
 
 
 
 

mailto:jillian.ragia@acwd.com
http://acwd.org/Bids.aspx?CatID=18


Solicitation No.: RFP 17/18-12                               Part I, Information / Instructions to Proposers 
Title:  Graphic Design and Printing Services                                                                                               Page 8 of 13 

 
 

       
  

After a task to be performed under this contract is identified by the District, the District will 
email the Job Order to the Contractor for review. Contractor must respond within five (5) 
calendar days along with a written Quote of the hours required and corresponding cost for each 
task. Costs for each service shall be based on the following: 

• For graphic design services, costs shall be based on the fixed hourly rates established in 
the Cost Proposal (Appendix A, Form 16), as accepted by the District.   

• For ad-hoc printing services or updates outside of the existing scope of services, costs 
may be Quoted and based on time and materials for each printing service, as accepted by 
the District. 

 
All stock image purchases shall be included as a separate line item in Quote with the ability for 
unlimited reuse by the District e.g. Royalty-Free. The Quote shall include all labor, materials, 
taxes, profit, overhead, insurance, travel, subcontractor costs, and all other costs and expenses 
incurred by the Contractor.  
 
After agreement has been reached on the negotiable items and total cost, the finalized Quote will 
be acknowledged in writing, via email, by both the District and the Contractor. The District 
must approve each Quote in writing before the Contractor initiates work on the Job Order. 
Deliverables must be accepted by a District representative before payment for such work is 
approved. 

 
12. EVALUATION OF PROPOSALS 

 
Proposals will be screened to ensure responsiveness to the requirements of the RFP. The District 
may reject any proposal as non-responsive that does not provide evidence of the required 
minimum experience and qualifications or include the documents requested herein and 
referenced in Part III, Section 3, “Submittal Check List”. The District reserves the right to 
request additional information and clarifications during the evaluation and selection process 
from any or all Proposers regarding their proposals.  

 
A. Technical Evaluation Team 
 

A Technical Evaluation Team (TET), which is composed of District staff, or other qualified 
persons, will review and screen the proposals submitted according to the weighted criteria 
and process indicated below. While price is one basic determinant for award, it is not the 
sole consideration. Additional general factors that will be considered are the proposing 
firm’s understanding of the District’s requirements as specified in this RFP, and the 
qualifications, experience, and organization of the firm and its personnel. The TET's 
composite scores for all steps of the evaluation process will comprise of the official record 
for the proposal evaluation process; individual evaluation records will not be available for 
public inspection at any point during or after the evaluation process. 
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B. Interviews and Presentations 
 

1) Following the initial review and evaluation of proposals, some Proposers may be invited 
to participate in the next step of the proposal selection process. This may include the 
submission of additional information, as described below, and/or participation in an oral 
interview. If the District conducts interviews, they will do so only with those Proposers 
initially found to be within the “competitive range”. If a further step of the evaluation is 
required, in the form on an oral interview, the same weighted evaluation criteria used to 
evaluate the written responses shall be used.  

 
 The final single score on each Proposer in the “competitive range” will be comprised of 

all aspects of the response review, both written and oral. Interviews, if held, are 
tentatively scheduled for the week of November 27, 2017 and will be held at the 
District’s Headquarters, located at 43885 South Grimmer Blvd., Fremont, CA 94538. 
This date is subject to change.  For printing service Proposers, the District reserves the 
right to request a tour of the Proposers’ facility. 

 
2) The District reserves the right to further reduce the “competitive range” at any time 

during this step of the evaluation and selection process and the District may hold 
simultaneous discussions with those Proposers that remain in the “competitive range”. 
Proposers who are no longer in the “competitive range” will be notified as soon as it is 
practicable and will thereafter not continue in the selection and evaluation process. 

 
C. References 
 

Proposers are required to submit references of three (3) current clients (preferably public 
sector clients) for similar services during a consecutive three (3) year period. For graphic 
design services’ references, water utility experience is preferred. For each client submitted 
as a reference, Proposers shall supply a brief description of the services provided, the 
timeframe services were provided and client contact information. All references will be 
contacted by a District Designee via e-mail or telephone call to obtain answers to questions, 
as applicable, before an evaluation decision is made. The District may request contact 
information for any of the client references provided. 
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D. Evaluation Criteria 
 
 The maximum possible total combined score for a proposal is 100 points. 
 

Evaluation Criteria 

Maximum Points 
Available per 
Task Group 
A. 

Printing 
Services 

B. 
Graphic 
Design 

Approach to 
Scope of 
Services  

The Proposer’s overall methodology to successfully 
provide the Services will be assessed for its feasibility, 
responsiveness to the Scope of Services, effectiveness 
and thoroughness. Proposals will be evaluated on, but 
not limited to: 
a) Services approach and demonstrated 

understanding of the requirements. 
a) Turn-around times are prompt and acceptable to 

the District. 
b) The firm demonstrates a high level of customer 

service and project deadlines are consistently met. 
c) Samples provided are of high-quality and show 

experience in producing materials like those 
needed by the District. 

0-35  0-40  

Qualifications 
and Experience 
of Firm & 
Account 
Representatives 

The capabilities of each Proposer will be assessed on:  
a) Firm and account representative’s qualifications 

and experience in providing the specified services 
for similar operations and/or entities. 

b) The firm’s staffing levels and organizational 
structure ensure that District projects would 
receive satisfactory attention. 

0-35  0-40 

Cost Proposal 
  

This portion of the proposal will be evaluated on, but 
not limited to: 
a) Reasonableness of the proposed costs in 

accordance with what is considered to be standard 
and customary for the services in the Bay Area.  

b) Basis on which prices are quoted. 

0-30  0-20  

 
 
E. District’s Rights 

 
1) The District reserves the right to cancel this Solicitation in whole or in part, at its sole 

discretion, at any time before the Agreement is fully executed. This RFP does not 
commit the District to award an Agreement, to pay any costs incurred by Proposers in 
the preparation of their proposals submitted in response to this RFP, or to procure or 
contract for services.  
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 The District reserves the right to modify or cancel in whole or in part this RFP, to reject 
any and all proposals, to accept the proposal it considers most favorable to the District’s 
interest at its sole discretion, and to waive irregularities or informalities in any proposal 
or in the proposal procedures. The District further reserves the right to reject all 
proposals and seek new proposals when the District considers such a procedure to be in 
its best interest. If there is any evidence indicating that two or more Proposers are in 
collusion to restrict competition or are otherwise engaged in anti-competitive practices, 
the proposals of all such Proposers shall be rejected, and such evidence may be a cause 
for disqualification of the participants in any future solicitations issued by the District. 

 
2) The District reserves the right to hold discussions and/or negotiations with any 

individual or qualified firm, to interview or not, to request additional information or 
revised proposals or to request best and final offers (BAFO) if it is in the best interest of 
the District to do so. However, the District may make an award without conducting any 
interviews or negotiations; therefore, Proposers are encouraged to submit their best 
proposal at the outset. 

 
13. SUBMISSION OF PROPOSALS 
 

The Proposer shall assume full responsibility for timely delivery at the location designated for 
receipt of Proposals. If the Proposal is submitted by mail, affix the provided label to your 
sealed envelope, as provided on Pg. 2 of this RFP, and include the Company name and 
City/State. Mailed Proposals and Proposals delivered by commercial carriers or messenger 
services shall be received by the District’s Procurement & Contracts Division where upon 
delivery each Proposal shall be stamped with the time and date received; but shall not be 
opened. The only acceptable evidence to establish the time of receipt is the time/date stamp on 
the envelope or other documentary evidence of receipt maintained by the Procurement & 
Contracts Division. Any Proposal received after the deadline for receipt will not be considered 
for award and will be returned to the Proposer unopened. However, an exception may be made 
when a late Proposal would have been timely but for the action or inaction of District personnel. 

 
14. PERIOD FOR ACCEPTANCE OF PROPOSALS 
 

A. In order to allow for adequate evaluation, the District requires a response to this Solicitation 
to be valid and irrevocable for 120 calendar days after submittal date and time.  

 
B. No Proposer may withdraw a Proposal within 120 days after the Proposal Due Date. 

Mistake on the part of the Proposer in preparing the Proposal confers no right for the 
withdrawal of the Proposal after it has been opened. Should there be valid reasons why the 
Agreement cannot be awarded within the specific period; the time may be extended by 
mutual agreement between the District and the Proposer. 
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15. MODIFICATION, WITHDRAWAL, MISTAKES, AND MINOR INFORMALITIES 
 

A. Modification or Withdrawal 
 

Proposals may be modified or withdrawn prior to the established due date via email or mail 
request. Please refer to Section 8, “Questions and Requests for Clarifications” for contact 
information. 

 
B. Mistakes in Proposals (Discovered Before Due Date) 
 

A Proposer may correct mistakes in a Proposal prior to the time and date set for due date by 
submitting a replacement Proposal clearly indicating it supersedes the original submittal. 

 
16. EX-PARTE COMMUNICATIONS 
 

There shall be no communication with any officer, director, employee, or agent of the District, 
except as may be reasonably necessary to carry out the procedures specified in this RFP. 
Proposers and Proposers’ representatives may not communicate with the District’s Board 
members except in writing and if the communication is made public.  Proposers and Proposers’ 
representatives must communicate in the manner set forth in this RFP. Nothing herein prohibits 
Proposers and their representatives from making oral statements or presentations in public to 
one or more representatives of the District during a public meeting. 

 
17. CONFIDENTIALITY 
 

A. All responses to this RFP become property of the District and will be kept confidential until 
a recommendation for award of a contract has been announced.  Thereafter, submittals are 
subject to public inspection and disclosure under the California Public Records Act (Cal. 
Govt. Code Sections 6250 et seq). Therefore, unless the information is exempt from 
disclosure by law, the content of any proposal, request for explanation, exception, or 
substitution, response to these specifications, protest, or any other written communication 
between the District and any Proposer regarding the procurement, shall be available to the 
public. 
 

B. If Proposer believes any communication contains trade secrets or other proprietary 
information that the Proposer believes would cause substantial injury to the Proposer’s 
competitive position if disclosed, the Proposer shall request that the District withhold from 
disclosure the proprietary information by marking each page containing such proprietary 
information as confidential. By submitting a proposal with portions marked “confidential,” a 
Proposer represents it has determined such portions qualify for exemption from disclosure 
under the California Public Records Act.  A Proposer may not designate its entire Proposal 
as confidential nor may a Proposer designate its Cost Proposal as confidential.  The District 
will not honor such designations and will disclose submittals so designated to the public.  
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C. If Proposer requests that the District withhold from disclosure information identified as 

confidential, and the District complies with the Proposer’s request, Proposer shall assume all 
responsibility for any challenges resulting from the non-disclosure, indemnify and hold 
harmless the District from and against all damages (including but not limited to attorneys’ 
fees that may be awarded to the party requesting the Proposer information), and pay any and 
all costs and expenses related to the withholding of Proposer information. Proposer shall not 
make a claim, sue, or maintain any legal action against the District or its directors, officers, 
employees, or agents concerning the withholding from disclosure of Proposer information.   

 
D. If Proposer does not request that the District withhold from disclosure information identified 

as confidential, the District shall have no obligation to withhold the information from 
disclosure and may release the information sought without any liability to the District. 
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1. PURPOSE  
 

The Alameda County Water District (District) is seeking qualified firms to submit 
proposals to provide graphic design and printing services (Services), for various 
departments throughout the District. Graphic design services are responsible for 
creating a positive and professional image for District materials including the creation of 
publicity materials for special events, informational handouts in addition to maintaining 
and updating internal paper materials for the day to day administrative needs of the 
District. Printing services shall be used in a wide range of uses throughout the year. 
Both services help to reinforce the District’s message and ensure that a professional 
image is reflected in all forms of correspondence. 
 
Although there is no guarantee of the number of Services the District will purchase 
during the term of the contract, the specifications are based upon orders made during 
the last two (2) years. Orders shall be placed when needed. The District’s goal is to 
select one or more providers for each Task Group who can assist us with providing 
consistent appearance and quality for all materials in a timely manner as-needed, 
while coordinating these efforts under the guidance of District staff. 
 

2. SCOPE OF SERVICES 
 

This Request for Proposal (RFP) has been divided into two (2) Task Groups. Under 
the guidance and in collaboration with District staff, the provider(s) will provide 
professional printing or graphic design services that include proofing, corrections and 
conformation to agency standards and guidelines. A sample list of anticipated 
materials required by task group is referenced in Appendix D, ‘Product Samples’. 

 
Consultants may propose to provide one or more of these Task Groups: 

 
A. Printing Services 

 
The Printing Program includes various printed materials which may be produced on 
a periodic or as-needed basis. The District does not does maintain an in-house 
printing facility and it is expected that Proposers will offer services based on 
providing services at their own facility. 
 
Services shall include the following: 
 
• Business Cards 
• Letterhead 
• Envelopes 
• Door Hangers 
• Forms 
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1) Pickup/Delivery Services 
 

Supplier shall offer pickup or delivery service to end users, including overnight 
delivery of all proofs and finished products, within two (2) business days of 
completion, requiring it for free or for a fixed delivery fee.  

 
2) Mistakes and Corrections 
 

The Proposer shall have a “last chance” opportunity to ensure materials are 
consistent and correct therefore the printer used must have graphic design 
capabilities to correct or enhance materials before printing. Should Proposer 
make a mistake, it will be at no cost to the District. 

 
3) Cost Increase 
 

The District understands that the paper market could be volatile. A reasonable 
increase in paper costs could be taken into consideration if brought to the 
District’s attention, in writing, and if the increase can be shown to be industry 
wide. Any adjustments for uncontrollable increases in cost during the term of the 
contract would be made at the sole discretion of the District and must be 
supported by letters from the paper manufacturers. 

 
4) Modifications/Changes 

 
If the District chooses to modify the layout or design of a specific print job or list 
of jobs provided in Appendix A, then the price for the job(s) shall be 
renegotiated between the District and the Contractor. If additional copies are 
needed, the Contractor shall be required to provide at least the same minimum 
per unit cost (1 Box) for additional copies provided the District notifies the 
Contractor of the quantity change prior to initial printing. The Contractor shall 
allow the District to reduce the quantity by 5% and still maintain the same per 
unit cost. The Systems shall pay for no more than 2% overage on any printing 
job. The Systems reserves the right to modify or to not print any of the items 
listed in Attachment A.   

 
5) Service Standards 
 

Standard turn-around time is dependent on the size and scope of each particular 
request with a mutually agreed upon delivery date provided for each project, (1) 
business day or less for simple revisions, with options for four (4) hour, and 
expedited services when required. 
 
All work developed by the Proposer must be approved by the District before 
printing. The design colors that are originally approved must be representative of 
what the artwork displays. 
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6) Customer Service 
 
The successful Proposer is required to provide the District with the highest 
degree of customer service. This will include, but not be limited to, 
communication directly with representatives for each publication at the District’s 
request and providing full color proofs prior to job completion. 
 

B. Graphic Design 
 
The successful Proposer will be responsible for a range of original graphic design 
layouts and creative design services. Some examples of projects that the District’s 
current Graphic Designers produce, maintain, update or revise on an ongoing basis 
include, but are not limited to, the following: 
 
• Water Quality Report (annual) 
• The ACWD Aqueduct Newsletter (3 times/year) 
• Brochures, Booklets, Programs and Flyers (annual) 
• Various Post Cards (annual) 
 
1) Electronic Submission of Jobs 

 
The designs must be submitted electronically. The District primarily utilizes 
Windows based programs and would like the successful Proposer to be able to 
receive, edit and enhance graphic design requests from District employees. 
Proposer is required to own and use up to date graphic design software. 
 

2) Service Standards 
 
Standard turn-around time is dependent on the size and scope of each particular 
request with a mutually agreed upon delivery date provided for each project, one 
(1) business day or less for simple revisions, with options for four (4) hour, and 
while-you-wait expedited services when required. 
 
The successful Proposer will be required to comply with the District 
representative on production schedules for the development, design, printing 
specifications of publications, and all projects as required within. All projects are 
subject to the final approval of the District staff member designated to that 
particular project. The successful Proposer will provide the District staff member 
with PDF files of each project upon completion. 
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3) Ownership of Designs 
 

The District has final print ready examples of past work however the District’s 
goal is to have a library of viable images available for design. Therefore, upon 
completion of each job the awarded Proposer shall submit, via email, the final 
work and any royalty-free stock image, at no cost to the District. 
 
In addition, the District shall own all designs, photographs and any other product 
which is part of the design, artwork, electronic or otherwise, produced by the 
graphic design firms. If purchasing stock graphics/photos, awarded Proposer 
must pass on the purchasing rights, without additional cost, to the District for 
reuse. All District documents stored at or reproduced by the awarded Proposer 
shall remain the property of the District, and shall be returned to the District with 
each job’s invoice or upon conclusion of the contract term. 

 
3. AD-HOC PRINTING SERVICES 

 
The District may need to adjust the work or deliverable to accommodate an 
unanticipated need or requirement. Although the scope and objectives of each task 
remains valid, there may be unavoidable requirements to adjust the work or deliverables 
to accommodate a need not originally defined. 
 
If additional requirements are made by the District for ad-hoc printing services or for 
updates outside of the existing scope of services, Quotes, as accepted by the District, 
shall be used for pricing the cost of additional services. 
 

4. CONTRACTOR RESPONSIBILITIES 
 

A. Damages / Responsibility for Work 
 

The Contractor shall ensure that materials will be delivered in undamaged condition 
to District locations. In the event damage occurs, the materials shall be immediately 
returned to the Contractor at no cost to the District. 

 
5. DISTRICT RESPONSIBILITIES  
 

The District shall be responsible for the following: 
 
A. Incoming Quality Inspection 

 
A District approved official will inspect all printed products upon delivery. After 
delivery, the District will notify awarded Proposer within three (3) business days if 
corrections are needed. Awarded Proposer’s errors will be corrected at the firm’s 
expense. If delivery is by an outside delivery service, it will be at the firm’s expense 
to retrieve items that are incorrect and coordinate delivery of corrected product(s). 
 
 

C. Service Performance 
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The District representative shall immediately notify the Contractor of any service 
deficiencies including, but not limited to: 

• Failure to perform services within agreed upon time frame. 
• Materials delivered in damaged condition. 
• Color misalignment. 

 
6. POST AWARD 

 
Account Manager and Escalation Matrix 

 
Contractor shall assign an Account Manager to the District’s account who is able to 
maintain open and timely communication with District staff at all times and who can be 
reached during normal business hours. The Account Manager will be solely responsible 
and accountable for the quality of work. The Account Manager must be directly 
reachable by telephone or email. The escalation matrix shall be used in the event the 
Account Manager is not available. If changes are made, a revised matrix must be 
submitted to the District’s Contract Administrator with the most current contact 
information. 
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1. PROPOSAL CONTENT 
 

The intent of this RFP is to encourage responses that clearly communicate the Proposer’s 
understanding of the requirements of this RFP and the Agreement for Services and its 
implementation. Submission of a proposal indicates acceptance by a firm of the conditions 
contained in this RFP, unless otherwise indicated in the proposal.  
 
In order to facilitate the Proposer’s preparation of its proposal and the District’s review of the same; 
complete proposals shall be limited to twenty (20) pages, not including the Letter of Introduction, 
samples, table of contents, single page resumes of personnel selected for the project, certifications 
and other required forms (Appendix A). Proposals should be prepared on recycled content paper, 
where possible. Proposers are required, if able, to submit double-sided proposals. Proposals should 
provide the requested information in a concise, well-organized manner and should follow the format 
outlined below.  
 
A. Letter of Introduction 
 

A signed Letter of Introduction, on company letterhead, introducing the firm and summarizing 
the firm’s qualifications. It should clearly state the firm’s understanding of the requirements 
under this RFP and highlight any unique qualifications.  

 
B. Table of Contents 
 

Include a Table of Contents displaying the organization of the proposal being submitted. 
 
C. Proposer’s Minimum Qualifications and Experience 
 

The following information should be included in the proposal:  
 

1) Qualifications and Experience of Firm 
 

Describe the firm, its size and organization, the number and location of offices, and general 
operational structure, as well as its management and technical personnel. Identify services 
the firm has provided to other entities. Describe those aspects of the firm that pertain to the 
ability to provide superior service for the scope of services described under this RFP. 
Evidence of certification and licenses, if applicable, must be submitted. 
 
Additionally, provide contact information for up to a maximum of three (3) client references 
for which the Proposer has provided similar services for similar operations and/or entities 
within the past three (3) years. For each client submitted as a reference, Proposer shall 
supply a brief description of the work performed, including names of contact persons, 
addresses, telephone numbers and email addresses. The references should be no longer than 
one (1) page each and will not count towards the twenty (20) page limit. 
 
Provide evidence that the firm meets minimum requirements set forth in Part I, Section 5.B. 
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2) Qualifications and Experience of Account Representatives 
 
Provide the names of individuals who would be directly engaged in the performance of the 
scope of services. Identify the Account Representatives and outline the Proposer team’s 
capacity to successfully perform the desired services. The Proposer’s individuals who will 
be assigned to perform services will be an important factor considered by the Evaluation 
Committee. For each of these individuals, please submit: 
 
a)   The number of years of experience providing the desired services. 
 
b)   A summary of their experience providing similar services.  
 
c)   Provide resumes for proposed Account Representatives. Resumes shall not count 

towards the twenty (20) page proposal. 
 

D. Approach to Scope of Services 
 

The proposal should set forth a comprehensive description of the approach to providing the 
Services required in Part II, Section 2 “Scope of Services” and should clearly demonstrate an 
understanding of the District’s requirements. 

 
Provide a detailed work plan and preliminary schedule identifying the major tasks and activities 
to be performed, personnel to be assigned and brief information on the Proposer’s equipment 
and facilities. 

 
E. Samples 
 

The proposal should include samples of similar jobs related to the requested Scope of Services 
in this RFP.  

 
F. Cost Proposal  
 

For printing services, Proposers must submit cost proposals for the complete scope of work 
necessary to accomplish the stated scope of services, as set forth in Appendix A, Forms 6-15, 
“Forms”. The fully loaded prices should include, by task, all possible costs (direct and indirect), 
any required materials, forms, catalogs, plates, negatives, packaging, software, sub-contractors 
used, consumables expended, overhead and any other related cost not specifically mentioned 
herein. For ad-hoc printing services, or services outside of the existing scope of services, 
Proposers must provide a Quote based on time and materials, set forth in Appendix A, Form 5. 
Proposer must clearly state the rates and description for each service. 

 
For graphic design services, Proposers must provide firm fixed hourly rates, as set forth in 
Appendix A, Form 16, “Forms”. The hourly rates shall be firm for the base term of the contract 
effective January 2018 – December 31, 2019. Proposer must clearly state the hourly rates and 
title for each individual. The hourly rates will apply to all graphic design service needs. For all 
graphic design services and ad-hoc printing services, a Job Order/Quote shall be assigned by 
written Quote, in accordance with Part I, Section 11, “Job Orders/Quotes”.  



Solicitation No.: RFP 17/18-12                                      Part III, Proposal Content and Submittal 
Title: Graphic Design and Printing Services                                                              Page 5 of 7

 
 

 

The District reserves the right to add or remove services over the contract term, in accordance 
with Part II, Section 4, “Ad-Hoc Printing Services”. 

 
G. Exceptions to RFP Documents 
 

Submittal of a proposal shall be deemed as acceptance of all the terms set forth in this RFP and 
the Services Agreement; unless the Proposer includes with its proposal, in writing, any 
exceptions or modifications. Such exceptions and modifications shall be set forth in the 
Exceptions to Solicitation Documents form located in Appendix A. The District will not 
consider any exceptions received after the proposal due date.   

 
H. All Required Forms 
 

Submit all the required forms provided in this solicitation, as set forth in Appendix A “Forms”, 
and all required submittals set forth in Part III, Section 3, Submittal Checklist. 

 
2. PROPOSAL SUBMITTAL 
 

A. Submission of Proposals 
 

Proposals shall be submitted in a sealed envelope or package, clearly identified with RFP-17-18-
12 – “Graphic Design and Printing Services” and addressed to: 
 

Jillian Ragia, Buyer II  
Procurement & Contracts Division  

Alameda County Water District 
43885 South Grimmer Boulevard 

Fremont, CA 94538 
 

Proposals must be received in the Procurement & Contracts Division before November 9, 2017 
by 2:00 p.m. Proposals received after this time will not be considered and will be returned 
unopened. 
 
1)  Hard Copies 
 

Proposers must submit one (1) original and three (3) hard copies of their proposal. 
 
2)  Electronic Media 
 

Proposers shall also submit one (1) USB Flash Drive or one (1) CD-ROM in Microsoft 
Word and searchable PDF format of the complete Proposal. 

 
B. Cost of Proposal Development 

 
This solicitation does not commit the District to enter into an Agreement, nor to acquire or 
contract for any services, nor to pay any costs which the Proposer incurred in the preparation or 
presentation of a proposal.  
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C. Validity of Proposals 
 

Submission of a proposal shall constitute a firm offer to the District for 120 calendar days from 
the proposal due date. 

 
D. Withdrawal of Proposal 
 

A Proposer may withdraw its proposal any time before the date and time of the proposal due 
date, without prejudice, by submitting a written request for its withdrawal to the District’s 
Procurement and Contracts Division. The withdrawal of a proposal does not prejudice the right 
of a Proposer to submit another proposal within the time set for receipt of proposals. 

 
After the proposal due date, a proposal may be withdrawn only if the District fails to award an 
Agreement within the proposal validity period prescribed above in Section 2.C, “Validity of 
Proposals,” or any agreed-upon extension thereof. 
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3. SUBMITTAL CHECK LIST 
 

In order for firms to be considered responsive to the requirements of the District, as set forth in this 
RFP, the following minimum submittals are to be included with its response: 
 
 Proposal including Table of Contents and Letter of Introduction including a brief profile of the 

firm, its principals, key personnel, equipment and facilities. 
 
 Proposer Qualification Form 1, Appendix A 
 
 Exceptions to Solicitation Documents, Form 2, Appendix A 
 
 References Form 3, Appendix A, Minimum of three (3) covering a three (3) year period 

NOTE: For graphic design services’ references, water utility experience is preferred, but not 
required. 

 
 Subconsultants Form 4, Appendix A 
 
 Cost Proposal Forms 6-17, Appendix A 

 
 Approach to the Scope of Services including turn-around times, proposed staff, 

equipment/software used, production techniques, processes and general customer service, etc. 
 
 Samples of Similar Jobs Related to this RFP  
 
 List of Account Representatives including resumes/bios, professional affiliations, licensures, 

and certifications 
 

 Account Manager and Escalation Matrix per Part II, “Scope of Services”, Section 6 
 
 Acknowledgement of Addenda, if applicable 

 
 



  
 
 
 

PROCUREMENT & CONTRACTS DIVISION 
 

REQUEST FOR PROPOSALS  
 

APPENDIX A 
 

FORMS 
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PROPOSER QUALIFICATION FORM 
 

 This Statement is to accompany the proposal submitted in response to Request for Proposals 
No. RFP 17/18-12 ‘Graphic Design and Printing Services’. 
 
I certify that the following information submitted is true and correct: 
 
 The Firm is engaged in performing similar services to those required under this Solicitation 
within the United States and can meet the applicable Minimum Qualifications as identified in Part I, 
Section 5-B, Proposer’s Minimum Qualifications and Experience, of this RFP. 
 
 
 
 

1. NAME OF PROPOSER: ___________________________________ 
 

2. BUSINESS ADDRESS: ___________________________________ 
      
    ___________________________________ 
 

3. TELEPHONE NO.:  ___________________________________ 
 
 

4. EMAIL:   ___________________________________ 
 
 
 

5. OFFICIAL REP. & TITLE: ___________________________________ 
 
 

6. SIGNATURE:   ___________________________________ 
 
 

7. DATE:    ___________________________________ 
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EXCEPTIONS TO SOLICITATION DOCUMENTS 
 

Submittal of a proposal shall be deemed acceptance of all the requirements and terms set forth in 
this RFP and the sample Agreement, respectively, unless the Proposer includes with its 
proposal, in writing, any exceptions or modifications requested by the Proposer to this RFP or 
the sample Agreement. Please select one of the two options below.  

 

 I, ____________________________, an authorized representative of 
_______________________________, have read, understand and confirm my 
acceptance of all the requirements of the District’s RFP and the terms of its sample 
Agreement without any exceptions.  
 

 I, ____________________________, an authorized representative of 
_______________________________, have read the requirements of the District’s RFP 
and the terms of its sample Agreement and hereby stipulate the following exceptions: 
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REFERENCES FORM 
 
If Proposer has not done business with the District within the previous three (3) years, please 
provide three (3) references for contracts of similar scope and size for a consecutive three (3) year 
period.  These customers may be contacted by the District. Responses will be considered by the 
District during the proposal evaluation process.   
 
NOTE: For graphic design services’ references, water utility experience is preferred. 
 

1. Name:  _________________________________________________________________ 
 
Address:  _______________________________________________________________ 
  
City, State, Zip:  ______________________________________________________ _____ 
 
Telephone /Email: ________________________________________________________ 
 
Contact Person:  __________________________ Duration of Contract: _____________ 
 
 
 

2. Name:  _________________________________________________________________ 
 
Address:  _______________________________________________________________ 
  
City, State, Zip:  ______________________________________________________ _____ 
 
Telephone /Email: ________________________________________________________  
 
Contact Person:  __________________________ Duration of Contract: _____________ 
 
 
 

3. Name:  _________________________________________________________________ 
 
Address:  _______________________________________________________________ 
  
City, State, Zip:  ______________________________________________________ _____ 
 
Telephone /Email: ________________________________________________________  

 
Contact Person:  __________________________ Duration of Contract: _____________ 
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SUBCONSULTANTS FORM 
 
All Proposers shall complete and submit this form with their proposal, identifying all the 
subconsultants who will participate on this contract.  
 
List any and all subconsultants that may be used during the duration of this agreement: 
 

Firm Name, 
Address, City, State, 

Zip 

Phone,  
E-mail Contact, Title Description of Portion of 

Services to be Performed 

Name 
 

    

Address Phone 

City, State, Zip E-mail 

Name 

    

Address Phone 

City, State, Zip E-mail 

Name 

    

Address Phone 

City, State, Zip E-mail 

Name 

    

Address Phone 

City, State, Zip E-mail 
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PRINTING SERVICES 
COST PROPOSAL 

 
Printing Services: Please provide the total pricing and price breakdown to design, print and 
deliver each project. The pricing shall be firm for the base term of the contract effective 
January 2018 – December 31, 2019 and shall include all of the District’s text and design 
changes until the District gives final approval to print. Pricing shall be fully burdened and 
include all labor, taxes, profit, G&A, and overhead incurred by the Contractor. Future annual 
price increases after the base term of the Agreement period, if any, will be capped at 3.5%, to 
be determined by the U.S. Bureau of Labor Statistics, Employment Cost Index, in accordance 
with Appendix B, Section 10, “Sample Agreement”. 
 
Proposer may submit pricing for paper stock of equivalent quality to what is listed, but paper 
of at least 30% post-consumer content is preferred. Prices shall include hard-copy proof(s) 
for color and size and assumption of bleeds. The District reserves the right to award the 
Service(s) listed on this solicitation "individually", by "task groups", "all or none", or by any 
other method as deemed in the best interest of the District. 

 
The District reserves the right to add or remove services over the contract term, in 
accordance with Part II, Section 3, “Ad-Hoc Printing Services”. Each ad-hoc printing service 
or updates outside of the existing scope of services for printing services shall be assigned by 
written Job Order/Quote, in accordance with Part I, Section 11, “Job Orders/Quotes”.  
 
See samples in Appendix D ‘Product Samples’. 
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1) BUSINESS CARDS: Business cards are to be produced on a periodic or as-needed basis with 

no minimum or maximum guaranteed or implied. All business cards shall be per ACWD 
Logo specification per Appendix C ‘ACWD Logo Standards’. 

 
a) Business Card Masters (Logo Only):   

Generic/Blank Cards with Logo 
Finished Size: 3.5” x 2”    One (1) side on recycled   
Color: White   Brand: Classic Linen  Weight: 80lb cover. 
Brand Equivalent, if applicable:  _____________ Recycled Content: ______________ 

b) Imprinted Business Cards: 
Text: Name, Title, Address, Phone Number, Fax Number, Cell Phone Number, Web 
Address, Email Address 
Ink Color: Blue (293)   Finished Size: 3.5” x 2” One (1) side on recycled 
Brand Equivalent, if applicable:  _____________ Recycled Content: ______________ 
Color: Bright White  Brand: Classic Linen  Weight: 80lb cover. 

 
Price Breakdown 

(List all materials and services that go into the Total 
price) 

Price / Box of 250 
Business Card 

Masters (Logo Only) 

Price / Box of 250 
Imprinted Business 

Cards 
______________________________________ 

______________________________________ 

______________________________________ 

Delivery: 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

Total Cost for One (1) Box $ _______ / 250 
cards 

$ _______ / 250 
cards 

Volume Discounts: 

Total Cost for Two (2) Boxes $ _______ / 500 cards   $ _______ / 500 cards   

Total Cost for Four (4) Boxes $ _______ / 1,000 cards $ _______ / 1,000 cards 

 
Turn-Around Time:  _______ / bus. days to print             _______ / bus. days to delivery 
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2) LETTERHEAD: Letterhead is to be produced on a periodic or as-needed basis with no 

minimum or maximum guaranteed or implied. All letterhead shall be per ACWD Logo 
specification per Appendix C ‘ACWD Logo Standards’. 
 
a) Letterhead with Directors and Management: 

Text: Directors First, Middle Initial, Last Name (5 total), Address, Phone Number, Fax 
Number, Web Address, Management First, Last, Department (5 total) 

One (1) side. Classic Crest Writing 24 lbs., Recycled Brand: Avon Brilliant White  
Brand Equivalent, if applicable:  _____________ Recycled Content: ______________ 
Ink Color: Blue (293), Blue (312)   Finished Size: 8.5” x 11” 

b) Letterhead (Logo & Address Only): 
One (1) side. Classic Crest Writing 24 lbs., Recycled Brand: Avon Brilliant White  
Brand Equivalent, if applicable:  _____________ Recycled Content: ______________ 
Ink Color: Blue (293), Blue (312)   Finished Size: 8.5” x 11” 

 

Price Breakdown 
(List all materials and services that go into the Total 

price) 

Price / Box of 5,000 
Letterhead with 

Directors & 
Management 

Price / Box of 
5,000 

Letterhead 
(Logo & 

Address Only) 
______________________________________ 

______________________________________ 

______________________________________ 

Delivery: 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

Total Cost for One (1) Box $ _______ / box of 
5,000 

$ _______ / box 
of 5,000 

Volume Discounts: 

Total Cost for Two (2) Boxes $ _______ / 10,000   $ _______ / 10,000   

Total Cost for Three (3) Boxes $ _______ / 15,000 $ _______ / 15,000 

Total Cost for Four (4) Boxes $ _______ / 20,000 $ _______ / 20,000 

 
Turn-Around Time:  _______ / bus. days to print             _______ / bus. days to delivery 
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3) ENVELOPES: Envelopes are to be produced on a periodic or as-needed basis with no 

minimum or maximum guaranteed or implied. All business reply envelopes shall have mailer 
bar code information. 
 
a) Commercial Business Reply Envelopes (White or Pastel Blue): 

#9 (3-7/8" x 8-7/8")   Paper Weight: 60 lbs., Recycled    
Brand:  _______________ Recycled Content: _______________   
Color: Pastel Blue  Ink Color: Black Envelope Closure: Gummed   
Seam: Diagonal  Flap Style: Standard Commercial 
Text (White): Department name, district name, address & return address lines  
Text (Blue): Department name, district name, address & confidential, ‘Place stamp here’ 
in upper right & mailer bar code information. 

b) Commercial Business Reply Envelopes with Prepaid Postage (White or Yellow): 
#9 (3-7/8" x 8-7/8")   Paper Weight: 60 lbs., Recycled    
Brand:  _______________ Recycled Content: _______________   
Color: White or Pastel Yellow Ink Color: Black Envelope Closure: Gummed 
Seam: Diagonal Flap Style: Standard Commercial 
Text: Department name, district name, address, prepaid postage information & mailer bar 
code information. 
 

Price Breakdown 
(List all materials and services that go into the 

Total price) 

Price / box of 500 
Commercial Business 

Reply Envelopes 
(White or Pastel Blue) 

Price / box of 500 
Commercial Business 
Reply Envelopes with 

Prepaid Postage 
(White or Yellow) 

______________________________________ 

______________________________________ 

______________________________________ 

Delivery: 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

Total Cost for One (1) Box $ _______ / box of 500 $ _______ / box of 500 

Volume Discounts: 
Total Cost for Two (2) Boxes $ _______ / 1,000 $ _______ / 1,000 

Total Cost for Three (3) Boxes $ _______ / 1,500 $ _______ / 1,500 

Total Cost for Four (4) Boxes $ _______ / 2,000 $ _______ / 2,000 

Other ___________________________________ $ _______ / ______ $ _______ / ______ 
 
Turn-Around Time:  _______ / bus. days to print             _______ / bus. days to delivery 
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3.  ENVELOPES: (Continued…)  
 

c) Standard Business Envelope, First Class: 
#9 (3-7/8" x 8-7/8")  
Paper Weight: 60 lbs.     Brand:  _______________ 
Recycled Content: _______________  Color: White 
Ink Color: Blue (293), Blue (312)    Envelope Closure: Gummed 
Seam: Diagonal     Flap Style: Standard Commercial 
Text: Imprinted with ‘First Class’, return address and ACWD logo 
Per ACWD Logo specification per Appendix C ‘ACWD Logo Standards’ 

d) Security Business Envelope, First Class: 
 #9 (3-7/8" x 8-7/8")  
Paper Weight: 60 lbs.     Brand:  _______________ 
Recycled Content: _______________  Color: White 
Ink Color: Blue (293), Blue (312)    Envelope Closure: Gummed 
Seam: Diagonal     Flap Style: Standard Commercial 
Security blue inside tint 
Text: Imprinted with ‘First Class’, return address and ACWD logo 
Per ACWD Logo specification per Appendix C ‘ACWD Logo Standards’ 
 

Price Breakdown 
(List all materials and services that go into the Total 

price) 

Price / box of 500 
Standard Business 

Envelope, First 
Class 

Price / box of 500 
Security Business 
Envelope, First 

Class 

______________________________________ 

______________________________________ 

______________________________________ 

Delivery: 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

Total Cost for One (1) Box $ _______ / box of 
500 

$ _______ / box of 
500 

Volume Discounts: 

Total Cost for Two (2) Boxes $ _______ / 1,000 $ _______ / 1,000 

Total Cost for Three (3) Boxes $ _______ / 1,500 $ _______ / 1,500 

Total Cost for Four (4) Boxes $ _______ / 2,000 $ _______ / 2,000 

Other ___________________________________ $ _______ / ______ $ _______ / ______ 

 
Turn-Around Time:  _______ / bus. days to print             _______ / bus. days to delivery 
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3.  ENVELOPES: (Continued…)  
 

e) Security Single Window Business Envelope, First Class: 
 #9 (3-7/8" x 8-7/8")  
Paper Weight: 60 lbs.     Brand:  _______________ 
Recycled Content: _______________  Color: White 
Ink Color: Blue (293), Blue (312)    Envelope Closure: Gummed 
Seam: Diagonal     Flap Style: Standard Commercial 
Security blue inside tint    Window: Single 
Text: Imprinted with ‘First Class’, return address and ACWD logo 
Per ACWD Logo specification per Appendix C ‘ACWD Logo Standards’ 

f) Business Single Window Envelope, First Class: 
#9 (3-7/8" x 8-7/8")  
Paper Weight: 60 lbs.     Brand:  _______________ 
Recycled Content: _______________  Color: White 
Ink Color: Blue (293), Blue (312)    Envelope Closure: Gummed 
Seam: Diagonal     Flap Style: Standard Commercial 
Window: Single 
Text: Imprinted with ‘First Class’, return address and ACWD logo 
Per ACWD Logo specification per Appendix C ‘ACWD Logo Standards’ 
 

Price Breakdown 
(List all materials and services that go into the 

Total price) 

Price / box of 500 
Security Single 

Window Business 
Envelope, First Class 

Price / box of 500 
Business Single 

Window Envelope, 
First Class 

______________________________________ 

______________________________________ 

______________________________________ 

Delivery: 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

Total Cost for One (1) Box $ _______ / box of 
500 

$ _______ / box of 
500 

Volume Discounts: 

Total Cost for Two (2) Boxes $ _______ / 1,000 $ _______ / 1,000 

Total Cost for Three (3) Boxes $ _______ / 1,500 $ _______ / 1,500 

Total Cost for Four (4) Boxes $ _______ / 2,000 $ _______ / 2,000 

Other ___________________________________ $ _______ / ______ $ _______ / 
______ 

 
Turn-Around Time:  _______ / bus. days to print             _______ / bus. days to delivery 
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3.  ENVELOPES: (Continued…)  
 

g) Open End Catalog Envelope: 
(8-3/4" x 11-3/4") 
Paper Weight: 24 lbs. Bright White   Brand:  _______________ 
Recycled Content: _______________  Color: White 
Ink Color: Blue (293), Blue (312)    Envelope Closure: Gummed 
Seam: Center      Flap Style: Flap Down 
Text: Imprinted with ‘First Class’, return address and ACWD logo 
Per ACWD Logo specification per Appendix C ‘ACWD Logo Standards’ 

h) Open End Catalog Single Window Envelope: 
# 9 ¾ (8-3/4" x 11-1/4") 
Paper Weight: 24 lbs. Bright White   Brand:  _______________ 
Recycled Content: _______________  Color: White 
Ink Color: Blue (293), Blue (312)    Envelope Closure: Gummed 
Seam: Center      Flap Style: Flap Down 
Window: Single 
Text: Imprinted with ‘First Class’, return address and ACWD logo 
Per ACWD Logo specification per Appendix C ‘ACWD Logo Standards’ 
 

Price Breakdown 
(List all materials and services that go into the 

Total price) 

Price / box of 500 
Open End Catalog 

Envelope 

Price / box of 500 
Open End Catalog 

Single Window 
Envelope 

______________________________________ 

______________________________________ 

______________________________________ 

Delivery: 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

Total Cost for One (1) Box $ _______ / box of 
500 

$ _______ / box of 
500 

Volume Discounts: 

Total Cost for Two (2) Boxes $ _______ / 1,000 $ _______ / 1,000 

Total Cost for Three (3) Boxes $ _______ / 1,500 $ _______ / 1,500 

Total Cost for Four (4) Boxes $ _______ / 2,000 $ _______ / 2,000 

Other ___________________________________ $ _______ / ______ $ _______ / ______ 

 
Turn-Around Time:  _______ / bus. days to print             _______ / bus. days to delivery 
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3.  ENVELOPES: (Continued…)  
 

i) Regular Clasp Envelope: 
9-1/4" x 12-1/4" 
Paper Weight: 28 lbs.     Brand:  _______________ 
Recycled Content: _______________  Color: Brown Kraft 
Ink Color: Blue (293), Blue (312)    Envelope Closure: Gummed & Clasp 
Seam: Center      Flap Style: Flap Down 
Text: Imprinted with ‘First Class’, return address and ACWD logo 
Per ACWD Logo specification per Appendix C ‘ACWD Logo Standards’ 

j) Oversized Clasp Envelope: 
11-3/4" x 15-1/4" 
Paper Weight: 28 lbs.     Brand:  _______________ 
Recycled Content: _______________  Color: Brown Kraft 
Ink Color: Blue (293), Blue (312)    Envelope Closure: Gummed & Clasp 
Seam: Center      Flap Style: Flap Down 
Text: Imprinted with return address and ACWD logo 
Per ACWD Logo specification per Appendix C ‘ACWD Logo Standards’ 
 

Price Breakdown 
(List all materials and services that go into the Total 

price) 

Price / box of 500 
Regular Clasp 

Envelope 

Price / box of 500  
Oversized Clasp 

Envelope 

______________________________________ 

______________________________________ 

______________________________________ 

Delivery: 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

Total Cost for One (1) Box $ _______ / box of 
500 

$ _______ / box 
of 500 

 
Volume Discounts: 

Total Cost for Two (2) Boxes $ _______ / 1,000 $ _______ / 1,000 

Total Cost for Three (3) Boxes $ _______ / 1,500 $ _______ / 1,500 

Total Cost for Four (4) Boxes $ _______ / 2,000 $ _______ / 2,000 

Other ___________________________________ $ _______ / ______ $ _______ / ______ 

 
Turn-Around Time:  _______ / bus. days to print             _______ / bus. days to delivery 
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3.  ENVELOPES: (Continued…)  
 

k) Small Clasp Envelope: 
8-7/8" x 5-7/8" 
Paper Weight: 28 lbs.     Brand:  _______________ 
Recycled Content: _______________  Color: Brown Kraft 
Envelope Closure: Gummed and Clasp 
Seam: Center      Flap Style: Flap Down 
Text: Imprinted with ‘First Class’, return address and ACWD logo 
Per ACWD Logo specification per Appendix C ‘ACWD Logo Standards’ 

l) Oversize Catalog Envelope (Blank): 
(10-3/4" x 16-1/4") 
Paper Weight: 28 lbs.     Brand:  _______________ 
Recycled Content: _______________  Color: Bright White 
Envelope Closure: Gummed    Seam: Center    
Flap Style: Flap Down 
 

Price Breakdown 
(List all materials and services that go into the Total 

price) 

Price / box of 500 
Small Clasp 

Envelope 

Price / box of 500 
Oversize Catalog 
Envelope (Blank) 

______________________________________ 

______________________________________ 

______________________________________ 

Delivery: 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

Total Cost for One (1) Box $ _______ / box of 
500 

$ _______ / box of 
500 

 
Volume Discounts: 

Total Cost for Two (2) Boxes $ _______ / 1,000 $ _______ / 1,000 

Total Cost for Three (3) Boxes $ _______ / 1,500 $ _______ / 1,500 

Total Cost for Four (4) Boxes $ _______ / 2,000 $ _______ / 2,000 

Other ___________________________________ $ _______ / ______ $ _______ / ______ 

 
Turn-Around Time:  _______ / bus. days to print             _______ / bus. days to delivery 
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4.   DOOR HANGERS: 

  
a) Delinquent Bill Door Hanger (Pink) 

(9" x 4") two (2) holes per sheet 
Ink (sides 1 & 2): Black Paper Weight: 110 lbs. Brand:  _______________ 
Recycled Content: _______________  Color: Cherry 
Printing: Print two (2) sides; Duplex Top/Top 
Fold: Perforated fold in center for confidentiality  
Text: See Appendix D ‘Product Samples’ 

b) Call District Door Hanger (Blue) 
(8.5" x 4") one (1) hole per sheet 
Print two (2) sides     Ink (sides 1 & 2): Black 
Paper Weight: 110 lbs.    Brand:  _______________ 
Recycled Content: _______________  Color: Blue 
Printing: Duplex Top/Top 
Text: See Appendix D ‘Product Samples’ 
 

Price Breakdown 
(List all materials and services that go into the 

Total price) 

Price / box of 
1,000 

Delinquent Bill 
Door Hanger 

(Pink) 

Price / box of 
1,000 Call 

District Door 
Hanger 
(Blue) 

Price / box of 
1,000 Unable 

to Read 
Meter Door 

Hanger 
(Green) 

______________________________________ 

______________________________________ 

______________________________________ 

Delivery: 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

Total Cost for One (1) Box $ _______ / box 
of 1,000 

$ _______ / 
box of 1,000 

$ _______ / 
box of 1,000 

Volume Discounts: 

Total Cost for Two (2) Boxes $ _______ / 2,000 $ _______ / 2,000 

Total Cost for Five (5) Boxes $ _______ / 5,000 $ _______ / 5,000 

Total Cost for Ten (10) Boxes $ _______ / 10,000 $ _______ / 10,000 

Other ___________________________________ $ _______ / ______ $ _______ / ______ 

 
Average Turn-Around Time: _______ / bus. days to print          _______ / bus. days to delivery 
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5.   FORMS: 
 

a) Carbonless Forms (NCR) 
(8.5" x 11") 3-Part Form 
Print one (1) side     Ink: Black 
Paper Weight: 24 lbs.     Brand:  _______________ 
Recycled Content: _______________  Color: White, canary, and pink sheet 
Text: See Appendix D ‘Product Samples’ 

b) Blank Laser Check Paper 
(8.5" x 11") 
Paper Weight: 24 lbs.     Brand:  _______________ 
Recycled Content: _______________  Color: White, blue 
Text: See Appendix D ‘Product Samples’ 
 

Price Breakdown 
(List all materials and services that go into the Total 

price) 

Price / box of 1,000 
Carbonless Forms 

(NCR) 

Price / box of 1,000 
Blank Laser Check 

Paper 

______________________________________ 

Delivery: 

$ _______ 

$ _______ 

$ _______ 

$ _______ 

Total Cost for One (1) Box $ _______ / box of 
1,000 

 

c) Volume Discounts: 

Total Cost for Two (2) Boxes $ _______ / 2,000 $ _______ / 2,000 

Total Cost for Five (5) Boxes $ _______ / 5,000 $ _______ / 5,000 

Total Cost for Ten (10) Boxes $ _______ / 10,000 $ _______ / 10,000 

Other ___________________________________ $ _______ / ______ $ _______ / ______ 

 
Average Turn-Around Time: _______ / bus. days to print          _______ / bus. days to delivery 
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GRAPHIC DESIGN SERVICES 
COST PROPOSAL 

 
Please state the firm fixed hourly rates and list the position title for each project team 
member. The hourly rates shall be firm for the base term of the contract effective January 
2018 – December 31, 2019. Rates shall be fully burdened and include all labor, taxes, profit, 
G&A, overhead, and insurance incurred by the Contractor. The below rates will apply to all 
graphic design services. Future annual price increases after the base term of the Agreement 
period, if any, will be capped at 3.5%, to be determined by the U.S. Bureau of Labor Statistics, 
Employment Cost Index, in accordance with Appendix B, Section 10, “Sample Agreement”.  
 
Each graphic design service shall be assigned by written Job Order/Quote, in accordance 
with Part I, Section 11, “Job Orders/Quotes”.  
 
See samples in Appendix D ‘Product Samples’. 
 

Position Title 
Fixed Hourly Rate 

Year 1 
1/2018 – 12/31/2018 

Fixed Hourly Rate 
Year 2 

1/1/2019 – 12/31/2019 

 $ _________ $ _________ 

 $ _________ $ _________ 

 $ _________ $ _________ 

 $ _________ $ _________ 

 $ _________ $ _________ 

 $ _________ $ _________ 

 $ _________ $ _________ 

 $ _________ $ _________ 

 $ _________ $ _________ 

 $ _________ $ _________ 

 $ _________ $ _________ 

 $ _________ $ _________ 
 
Company: __________________________ 



 

 

 
 
 

 PROCUREMENT & CONTRACTS DIVISION 
 

REQUEST FOR PROPOSALS  
 

APPENDIX B 
 

SAMPLE AGREEMENT FOR SERVICES 
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AGREEMENT FOR SERVICES 

 

 THIS AGREEMENT is made by and between the ALAMEDA COUNTY WATER 
DISTRICT ("DISTRICT") located at 43885 South Grimmer Boulevard, Fremont, CA 94538 and 
XXXXXX ("CONTRACTOR"), located at XXXXXXXXXXXX (“PARTIES”). 

 WHEREAS, the DISTRICT desires to obtain [graphic design and or printing services] 
(Services) and issued a Request for Proposals RFP 17/18-12 “Graphic Design and Printing 
Services”, a copy of which is attached and incorporated as Attachment 1. 

 WHEREAS, the CONTRACTOR is ready, willing and able to furnish such services and 
has submitted a proposal dated, a copy of which is attached and incorporated as Attachment 2. 

 NOW, THEREFORE, THE PARTIES AGREE AS FOLLOWS: 

1. RENDITION OF SERVICES 

The CONTRACTOR agrees to provide professional services to the DISTRICT in 
accordance with the terms and conditions of this Agreement. CONTRACTOR 
represents that it will exercise the same degree of professional care, skill, efficiency, 
and judgment ordinarily used by contractors providing similar professional services.  
CONTRACTOR at all times will comply with all federal, state, and local laws, 
regulations and policies applicable to the services performed pursuant to this 
Agreement.  

2. SCOPE OF SERVICES 

The scope of the CONTRACTOR’s services is set forth in Attachment 1, as 
supplemented by Attachment 2. However, to the extent that Attachment 2 is 
inconsistent with Attachment 1, Attachment 1 will govern over Attachment 2.  

3. TERM OF AGREEMENT 

The base term of this Agreement will be for a one (1) year base term commencing 
upon the DISTRICT's issuance of a written Notice to Proceed (NTP). The DISTRICT 
reserves the right, at its sole discretion, to exercise up to four (4) additional one-year 
option(s) to extend the Agreement, at current prices plus “Economic Price 
Adjustment” adjustments, if any, pursuant to Section 10. If the DISTRICT determines 
to exercise the first and/or subsequent option terms, the DISTRICT will give the 
CONTRACTOR at least 60 days written notice of its determination. 

 It is further understood that the base term of the Agreement or any option terms 
granted thereto are subject to the DISTRICT's right to terminate the Agreement in 
accordance with Section 15 of this Agreement. 
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4. OWNERSHIP OF WORK 

All reports, designs, drawings, plans, specifications, and other materials prepared, or 
in the process of being prepared, by CONTRACTOR, its employees, subcontractors, 
or agents under this Agreement (“Work Product”) shall be and are the property of the 
DISTRICT. The DISTRICT shall be entitled to access and to copy the Work Product 
during the progress of the work.  If requested by DISTRICT, CONTRACTOR shall 
deliver one copy of the Work Product remaining in the hands of the CONTRACTOR, 
or in the hands of any subcontractor, upon completion or termination of the work.   

CONTRACTOR assigns to DISTRICT all right, title, and interest in and to the Work 
Product, including ownership of copyright in the Work Product.  The DISTRICT may 
utilize any material prepared or work performed by CONTRACTOR pursuant to this 
Agreement, including computer software, in any manner which the DISTRICT deems 
proper without additional compensation to CONTRACTOR.  CONTRACTOR shall 
have no responsibility or liability for any revisions, changes, or corrections to the 
Work Product made by the DISTRICT, nor for any use or reuse of the Work Product 
for any purpose other than the Work unless CONTRACTOR accepts such 
responsibility in writing. The CONTRACTOR shall not disclose Work related data or 
information without the prior written consent of the DISTRICT. 

5. USE OF SUBCONTRACTORS  

 CONTRACTOR shall not subcontract any Services to be performed under this 
Agreement without the prior written approval of the DISTRICT. CONTRACTOR 
may subcontract with service firms engaged in drawing, reproduction, typing and 
printing without the prior written consent of the DISTRICT. CONTRACTOR shall be 
solely responsible for reimbursing any subcontractor and the DISTRICT shall have 
no obligation to them. 

6. CHANGES 

 The DISTRICT may, at any time, by written order, make changes within the scope of 
work and services described in this Agreement.  If such changes cause an increase or 
decrease in the budgeted cost of or the time required for performance of the agreed 
upon work, an equitable adjustment as mutually agreed shall be made in the limit on 
compensation as set forth in Section 9 or in the term of the Agreement as set forth in 
Section 3, or both.  In the event that CONTRACTOR encounters any unanticipated 
conditions or contingencies that may affect the scope of work or services and result in 
an adjustment in the amount of compensation specified herein, CONTRACTOR shall 
so advise the DISTRICT immediately upon notice of such condition or contingency. 
The written notice shall explain the circumstances giving rise to the unforeseen 
condition or contingency and shall set forth the proposed adjustment in compensation. 
This notice shall be given to the DISTRICT prior to the time that CONTRACTOR 
performs work or services related to the proposed adjustment in compensation.  
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The pertinent changes shall be expressed in a written supplement to this Agreement 
prior to implementation of such changes.  

7. RESPONSIBILITY; INDEMNIFICATION 

 To the fullest extent permitted by law, CONTRACTOR shall indemnify, keep and 
save harmless the DISTRICT, and its board members, officers, agents, and employees 
against any and all suits, claims, actions, damages, liabilities, costs, and expenses 
(collectively, “Liabilities”) for any personal injury (including death, bodily injury, 
emotional or mental distress, and loss of consortium), property damage, intellectual 
property infringement, or financial or economic loss that arises out of, pertains to, or 
relates to the negligence, recklessness, or the willful misconduct of the 
CONTRACTOR, its employees, subcontractors, or agents to the extent that such 
Liabilities arise out of the performance (or non-performance) of this Agreement.  This 
duty to indemnify includes any proceedings, actions, damages, or penalties due to the 
violation of any governmental law or regulation, the compliance with which is the 
responsibility of the CONTRACTOR, its employees, subcontractors, or agents.  
CONTRACTOR further agrees to defend any and all such actions, suits, or claims, 
and pay all charges of attorneys and all other incurred costs and expenses relating to 
the investigation, defense, negotiation, or settlement of any action, suit, or claim, and 
to reimburse the DISTRICT for any and all legal and other costs and expenses 
incurred by the DISTRICT in connection with the defense of such actions, suits, or 
claims.  If any judgment is rendered against the DISTRICT or any of the other 
individuals enumerated above in any such action, CONTRACTOR shall, at its 
expense, satisfy and discharge the same to the extent that the judgment is based on the 
CONTRACTOR’s agreement to indemnify as set forth in this section.  This 
indemnification obligation will survive the termination or expiration of this 
Agreement.  CONTRACTOR shall require its subcontractors to similarly indemnify, 
defend, and keep and save harmless, the DISTRICT. 

8. INSURANCE  

 N/A 

9. COMPENSATION 

The CONTRACTOR agrees to perform all of the work set forth in Attachment 1 
further supplemented by Attachment 2, at the prices set forth in Attachment 2. Total 
compensation, over the one (1) year base term, with four (4) one-year options shall 
not to exceed ($XXXXXXX). The amount shall include all labor, materials, taxes, 
profit, overhead, insurance, travel, subcontractor costs, and all other costs and 
expenses incurred by the CONTRACTOR.   
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10. ECONOMIC PRICE ADJUSTMENT 

All prices will remain firm for the base term of the Agreement period. Any de- 
escalation/escalation in prices may be approved on an annual basis thereafter at the 
sole discretion of the DISTRICT. Requests for price adjustments must be made by the 
CONTRACTOR in writing at least 60 days in advance of the expiration of the base 
term and any subsequent option terms, if exercised. The baseline for determining 
price adjustments will be based upon the effective date of the Agreement. All requests 
for price increase or decrease are subject to review and approval by the DISTRICT. 
The maximum increase will have a ceiling of 3.5% annually and a net decrease of 
3.5% annually. Changes in prices shall be based on the U.S. Bureau of Labor 
Statistics, Employment Cost Index, Table 13, average increase or decrease for the 
most recent 12 months, (see http://www.bls.gov/news.release/eci.t13.htm). 

11. MANNER OF PAYMENT 

 Payment shall be made upon approval of invoices, no more than once a month. All 
invoices shall reference the Agreement number. The DISTRICT shall make payments 
to the CONTRACTOR for satisfactory Services performed and the costs of such 
services within thirty (30) calendar days from the date the DISTRICT receives the 
CONTRACTOR’s invoice. All invoices and supporting documentation, clearly 
identifying the Agreement number, showing sufficient detail to verify unit costs are in 
accordance with contract prices, shall be submitted by email, addressed to Accounts 
Payable, at accounting@acwd.com. Upon mutual agreement, invoices may be 
consolidated into monthly department billings and/or paid by credit card. 

12. CONTRACTOR’S STATUS 

 Neither the CONTRACTOR nor any party contracting with the CONTRACTOR shall 
be deemed to be an agent or employee of the DISTRICT. The CONTRACTOR is and 
shall be an independent contractor, and the legal relationship of any person 
performing services for the CONTRACTOR shall be one solely between that person 
and the CONTRACTOR.  

13. ASSIGNMENT 

 CONTRACTOR shall not assign any of its rights nor transfer any of its obligations 
under this Agreement without the prior written consent of DISTRICT. 

14. DISTRICT WARRANTIES  

 The DISTRICT makes no warranties, representations or agreements, either expressed 
or implied, beyond such as are explicitly stated in this Agreement. 

 

 

http://www.bls.gov/news.release/eci.t13.htm
mailto:accounting@acwd.com
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15. DISTRICT REPRESENTATIVES  

 Except when approval or other action is required to be given or taken by the Board of 
Directors of the DISTRICT, the General Manager of the DISTRICT, or such person 
or persons as the General Manager shall designate in writing from time to time, shall 
represent and act for the DISTRICT on the day to day activities under this 
Agreement. For strictly contractual matters relating to this Agreement, an authorized 
representative of the Procurement and Contracts Division, shall represent and act for 
the DISTRICT. 

16. TERMINATION  

 The DISTRICT shall have the right to terminate this Agreement at any time for cause 
or convenience by giving written notice to the CONTRACTOR.  Upon receipt of 
notice of termination for convenience, the CONTRACTOR shall not commit itself to 
any further expenditure of time or resources. Upon receipt of notice of default, 
CONTRACTOR shall be afforded thirty (30) days to correct the identified 
deficiency(ies). If said deficiency(ies) are not corrected to the DISTRICT’s 
satisfaction, the Agreement will be terminated immediately.  

 If the Agreement is terminated for any reason other than a default by 
CONTRACTOR, the DISTRICT shall pay to CONTRACTOR in accordance with the 
provisions of Sections 9 and 10 all sums actually due and owing from DISTRICT for 
all services satisfactorily performed up to the day written notice of termination is 
given, plus any costs reasonably and necessarily incurred by CONTRACTOR to 
effect such suspension or termination.  If the Agreement is terminated for default, the 
DISTRICT shall remit final payment to CONTRACTOR in an amount to cover only 
those services performed in full accordance with the terms and conditions of this 
Agreement up to the effective date of termination. 

17. MAINTENANCE, AUDIT, AND INSPECTION OF RECORDS 

 The CONTRACTOR shall permit the authorized representatives of the DISTRICT to 
inspect, audit, make copies and transcriptions of books and all data and records of the 
CONTRACTOR relating to its performance under the Agreement, if requested. 

18. RELEASE OF INFORMATION 

 CONTRACTOR shall not release any reports or other information prepared in 
connection with this Agreement without the approval of the General Manager.  

19. KEY PERSONNEL 

 __________________ shall serve as the primary staff person of CONTRACTOR to 
oversee all of the services under this Agreement.  The other principal participants 
shall be individuals identified by position title in Attachment 2. 
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20. NOTICES 

 All communications relating to the day to day activities of the project shall be 
exchanged between the DISTRICT’s Contract Administrator and the 
CONTRACTOR’s Account Manager. 

 All other notices and communications deemed by either party to be necessary or 
desirable to be given to the other party shall be in writing and may be given by 
personal delivery to a representative of the parties or by mailing the same postage 
prepaid, addressed as follows: 

If to the DISTRICT:   Alameda County Water District 
     43885 South Grimmer Blvd 
     Fremont, California 94538 

Attention: Procurement & Contracts 
Division 

If to the CONTRACTOR:  XXXXXXX 
    XXXXXXX 
    XXXXXXX 
    Attention: XXXXXXX 

 
The address to which mailings may be made may be changed from time to time by 
mailed notice as described above. Any notice given by mail shall be deemed given on 
the day after that on which it is deposited in the United States Mail as provided 
above. 

21. ATTORNEYS’ FEES 

 If any legal proceeding should be instituted by either of the parties to enforce the 
terms of this Agreement or to determine the rights of the parties under this 
Agreement, the prevailing party in said proceeding shall recover, in addition to all 
court costs, reasonable attorneys’ fees. 

22. APPLICABLE LAW 

 This Agreement, its interpretation and all work performed under it shall be governed 
by the laws of the State of California, venue the courts of the County of Alameda. 

23. BINDING ON SUCCESSORS  

 All of the terms, provisions and conditions of this Agreement shall be binding upon 
and inure to the benefit of the parties and their respective successors, assigns and 
legal representatives. 
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24. SEVERABILITY 

Should any provision, or portion of a provision, herein be found or deemed to be 
invalid, this Agreement shall be construed as not containing such provision, or 
portion of such provision, and all other provisions which are otherwise lawful shall 
remain in full force and effect, and to this end the provisions of this Agreement are 
declared to be severable. 

/ 

/ 

/ 

/ 

/ 

/ 

/ 

/ 

/ 

/ 

/ 

/ 

/ 

/ 

/ 

/ 

/ 

/ 

/ 

/ 

/ 

/ 

/ 

/ 

/ 
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IN WITNESS WHEREOF, the parties hereto have executed this Agreement by their duly 
authorized officers as of the last signature date set forth below. 
 
 
ALAMEDA COUNTY WATER DISTRICT 
 
 
By:   
 
 
Name:  
 
 
Title:  
 
 
Date:_________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ATTEST: 
 
 
_____________________________________ 

District Secretary 

CONTRACTOR* 
 
 

By  
 
 

Name:  
 
 

Title:  
 
 
Date:_______________________________ 

 
 
 

By:  
 
 

Name:  
 
 

Title:  
 
 
Date:_______________________________ 

 
 

 

 
 
 
*If Contractor is a corporation, the Contract must be executed by two corporate officers, one from each of the following 
categories 1) the President, the Vice President or the Chair of the Board, and 2) the Secretary, Assistant Secretary, Chief 
Financial Officer, or Assistant Treasurer. 



 

 

 
 
 

 PROCUREMENT & CONTRACTS DIVISION 
 

REQUEST FOR PROPOSALS  
 

APPENDIX C 
 

ACWD LOGO STANDARDS 
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ALAMEDA COUNTY WATER DISTRICT 
IDENTIFICATION STANDARDS 

 
The following specifications have been prepared to serve as a guide to all those responsible for the 
ongoing integrity of the ACWD logotype and its application.  This logotype was established in 
1989 as a tool to project a new and strong identity within the community and the geographic areas 
serviced by Alameda County Water District. 
 
These specifications are for the implementation of the logotype with an emphasis on consistent 
application.  A master logotype board, color swatches, and copies are herein provided for that 
purpose. 
 
LAYOUT 
 
The logotype ACWD, which can include the name Alameda County Water District, should be 
reproduced in the following manner: 
 
 
     
      FLOW #1→ 
                                                                                                                    ←INITIALS 
      FLOW #2→          
                                                                                                                               
               ←NAME             
                                                                                                                                            
        
The format has been established so that when the name Alameda County Water District is 
included, along with the initials ACWD, that it appear the same length as the initials.  The initials 
and name have been designed to print in a 62 degree angle to a horizontal plane.  A new and 
unique style has been designed for both the name and initials and should not be modified to 
comply with any similar typefaces.  The colors in the above example (two color printing) of our 
logo may not appear exactly as specified below. 
 
COLORS 
 
Two adaptations are suggested: 

A. One color printing 
1. The first “flow” to be a 25% screen. 
2. The second “flow” to be a 45% screen. 
3. The initials ACWD and the name to be in full color. 

B. Two color printing – example in Layout above 
1. The first “flow” to print using Pantone 312 blue. 
2. The second “flow” to print using Pantone 312 blue as a base and  

overprinting with a 40% screen of Pantone 293 blue. 
3. The initials ACWD and the name to print in 100% of Pantone 293 blue. 

 
The movement of positioning of the logotype is at the discretion of ACWD and those involved in 
maintaining its implementation and adaptation.  Emphasis should be placed on the consistency and 
integrity throughout the lifespan of the logotype. 



 

 

 
 
 

 PROCUREMENT & CONTRACTS DIVISION 
 

REQUEST FOR PROPOSALS  
 

APPENDIX D 
 

PRODUCT SAMPLES 
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1. BUSINESS CARDS: 

a) Business Card Masters (Logo Only):   
 

 

 
 

 

b) Imprinted Business Cards: 
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2. LETTERHEAD: 

a) Letterhead with Logo, Address, Directors and Management: 
 

 
 

b) Letterhead (Logo & Address Only): 
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3. ENVELOPES: 

a) Commercial Business Reply Envelopes, White or Pastel Blue 
 

 

 
b) Commercial Business & Reply Envelopes with Prepaid Postage, White or Yellow  
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3. ENVELOPES: (Continued) 

c) Standard Business Envelope, First Class 
 

  
 

d) Security Business Envelope, First Class 

 

 
e)  Security Business Single Window Envelope, First Class 
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3. ENVELOPES: (Continued) 

f)   Business Single Window Envelope, First Class 

 
 

g)  Open End Catalog Envelope: 
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3. ENVELOPES: (Continued) 

h)  Open End Catalog Single Window Envelope: 
 

 
 

i)  Regular Clasp Envelope: 
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3. ENVELOPES: (Continued) 

j)  Oversized Clasp Envelope: 
 

 
 

k) Small Clasp Envelope: 

 

  
 

 



Solicitation No.: RFP 17/18-12                                                                       Appendix B, Sample Agreement for Services 
Title: Graphic Design and Printing Services                                                                                                           Page 9 of 13                                                 

 

 

3. ENVELOPES: (Continued) 

l) Oversize Catalog Envelope (Blank): 

 
4.  DOOR HANGERS: 

a) Delinquent Bill Door Hanger (Pink):  

    

Folds in half 
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4.  DOOR HANGERS (Continued): 

b) Call District Door Hanger (Blue) 
 

   
 

c) Unable to Read Meter Door Hanger (Green) 
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5.   FORMS: 

a) Carbonless Forms (NCR) 
 

     
 
 

b) Blank Laser Check Paper 
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7.   GRAPHIC DESIGN SERVICES: 

a. Water Quality Report:  
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7.   GRAPHIC DESIGN SERVICES: (Continued…) 
 

b. The ACWD Aqueduct 
 

    
C. Various Post Cards 
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