
  

 
 
 
 

                                                                                                                                                                                                                                                

Bureau of Purchasing 
Department of Finance 
City Hall Room 105A, 30 Church Street 
Rochester, New York 14614-1281 
www.cityofrochester.gov 

 Phone: 585.428.7041          Fax: 585.428.6038          TTY: 585.428.6054                  EEO/ADA Employer 

        _____________________________ 
            PRINTED NAME OF BIDDER 
 
 
 
 

ENGINEERING REPRODUCTION SERVICES 
 
 

Invitation to Bid No. 400380            Issued: June 3, 2013 
 
 

PURCHASING BUREAU CONTACT: Tammy Macon, Purchaser (585)428-7389 
 

BID OPENING: Thursday, June 20, 2013 at 11:00 a.m. 
 
Sealed bids are to be returned to the Office of the Purchasing Agent, City Hall Room 
105A, Rochester, NY 14614, prior to bid opening, at which time and place all bids will 
be opened, read and recorded. 
 
 
The bidder's attention is directed to the General Conditions and Instructions to Bidders which 
appears immediately following this title page and is incorporated into the bidding document 
and contract by reference. 
 
 
 

CONTRACT CHARACTERISTICS 
(For definitions or explanations, see General Conditions) 

 
Type of Contract:  TERM CONTRACT, ONE YEAR, WITH OPTION TO EXTEND 
 
Bid Deposit Requirement:  NONE 
 
Performance Security Requirement:  NONE 
 
Insurance Requirement:  YES, SEE SECTION 10. 
 
Samples Requirement:  NONE 
 
Descriptive Literature/Technical Data Requirement:  NONE 
 
BIDDERS:  Please note that prices, company identification and authorized signature are to  
  be entered on the Proposal which appears at the end of the specifications. 
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 1. SCOPE 
 
 The City of Rochester requests bids for the provision of Digital-Toner Based duplication 
 and printing services on an as-needed basis. 
 
 
 2. TERM OF CONTRACT 
 
  2.1 The term of the contract shall be from July 1, 2013 through June 30, 2014. 
 
  2.2 The City may extend the contract under the same terms and conditions for an  
  additional three (3) years, in one (1) year increments or less, provided such  
  extension is mutually agreeable to both the City and the contractor. 
 
 
 3. QUANTITIES 
 
  3.1 The quantities set forth in the proposal are the City's best estimate of what will be 
  the annual use of this contract. 
 
  3.2 The contract shall be for the actual quantities ordered. 
 
 
 4. METHOD OF AWARD 
 
 Award of contract shall be to the lowest responsive and responsible bidder based on 
 Total Bid Price (Groups A-D). 
 
 
 5. SPECIFICATIONS 
 
  5.1 DIGITAL – TONER BASED DUPLICATION AND PRINTING 
 
   5.1.1 Vellum, Mylar, Linen, Paper or Digital to Paper 
 
   Duplication shall be from drawing sizes A through E from Mylar, Linen,  
   Paper or other reproducible material to Black Line 20# paper, either  
   single or multiple copies. 
 
   Printing shall be from industry standard digital file formats such as .PDF,  
   .TIF and .JPG and shall be printed on drawing sizes A through E Black  
   Line 20# bond paper, either single or multiple copies.  
 
    
   5.1.2 Contract Bid Sets 
 
   When required, multiple copies shall be collated into stapled contract bid  
   sets with binder strip attached. 
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  5.1.3 Vellum, Mylar, Linen, Paper or Digital to Mylar 
 
   Duplication shall be from drawing sizes A through E from Vellum, Mylar,  
   Linen, Paper or other reproducible material to Black Line copies on 0.004  
   Mylar or approved equal, either single or multiple copies. 
 
   Printing shall be industry standard digital file formats such as .PDF, .TIF  
   and .JPG and shall be printed on drawing sizes A through E Black Line  
   copies on 0.004 Mylar or approved equal, either single or multiple copies. 
 
  5.2 SPECIALTY WORK 
 
   5.2.1 Enlargements or Reductions 
 
   At times maps drawn on Bond paper or Mylar will need to be reduced or  
   enlarged through a Digital – Toner Based process.  
 
   A. The cost involved will be on an output square foot basis. 
 
   5.2.2 The fee for any service required which is outside the scope services of  
   this contract will be negotiated, but shall not proceed without prior   
   approval of the City’s authorized agent. 
 
  5.3 QUALITY 
 
   5.3.1 All copies are to be to professional standards.   
 
   5.3.2 No blurs, blemishes, stains or other imperfections which would render the 
   copies illegible, difficult to comprehend, or less than professional quality  
   in appearance are permissible. 
  
  5.4 MATERIALS 
 
  All necessary supplies needed for providing this service (paper, developers, 
  staples, etc.) shall be provided by the vendor and included in the price bid. 
 
 
 6. PICK-UP AND DELIVERY 
 
  6.1 The City will telephone the vendor when a Job (Work) Order is ready for pick-up.  
 
  6.2 The vendor will pick up the original drawings and the accompanying Job (Work) 
  Order from the location designated by the City. 
 
   6.2.1 within the same business day if notified prior to 12 noon 
 
   6.2.2 prior to 12 noon the next business day if notified after 12 noon 
 
  6.3 The vendor will deliver the completed job along with the original drawings to the  
  location designated by the City. 
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 6.4 City Digital File submissions will be via email, FTP Site, or WEB based as per the 
  vendor’s standard designated submission policy. 
 
 
7. JOB ORDERS 
 
 The City will supply the vendor the original drawings or digital file with a written Job 
 (Work) Order detailing services and copies necessary with a desired completion date. 
 
  7.1 All work requested in a single pick-up at a single designated site shall be   
  considered one Job (Work) Order. 
 
 7.2 All work requested via a digital file submission shall be considered one Job  
  (Work) Order. 
 
 
 8. REQUIRED COMPLETION TIME 
 
  8.1 Work under this contract shall be completed in the time set forth below,   
  depending on the size of a Job (Work) Order.   
 
   8.1.1 Completion time shall be measured from time of pick-up to time of   
   delivery. 
 
   If the total Job (Work) Order is:      Work shall be completed in: 
 
   A. Less than 8,000 sq. ft.             1 working day 
 
   B. 8,001 and up     2 working days 
 
  8.2 The vendor will notify the City in the event of machine breakdown or   
  circumstances which would jeopardize the delivery of services to the City as  
  specified. 
 
    
  8.2.1 In the event the vendor is unable to provide service within the time  
   required, the City shall have the option of seeking the service from  
   another source and billing the vendor for any additional cost for the  
   service required. 
 
9.  NON-SPECIFIED SERVICES  
 

9.1 The City of Rochester reserves the right to negotiate prices with the contract 
vendor for non-specified items or services which are comparable to and/or 
complement the services specified herein, and add them to this contract. 

 
9.2 Prior to any order or purchase, the contract vendor will be required to submit a 

written price quote to the Office of the Purchasing Agent for proper authorization 
and/or approval.  
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9.2.1 Requests for additional items or services as well as proposed pricing will 
be determined solely by the Purchasing Agent, whose decision will be 
final.  

  
9.3 Items supplied or services rendered without the prior consent of the Purchasing 

Agent or his authorized agent will not be paid for by the City. 
 
 
 
10. REJECTION OF BIDS 
 
        The City of Rochester reserves the right to reject any and all bids or proposals if 
        the best interest of the City of Rochester will be served by such action.   
 
 The Purchasing Agent reserves the right to reject any bid that is unrealistic or where 
        a disproportionate unit cost is proposed. 
 
        The Purchasing Agent reserves the right to reject any bidder who proposes an  
        unacceptable product or cannot prove to the satisfaction of the City its ability to execute   
 the terms and conditions of this contract.  
  
 
11. INSURANCE 
 
  11.1 The contractor shall procure and maintain at contractor's own expense insurance 
  in an amount no less than Twenty-five Thousand Dollars ($25,000) covering  
  damage to City documents while in the contractor's possession.  Insurance  
  coverage shall be provided from insurance companies authorized to do such  
  business in the State of New York. 
 
  11.2 Within ten days of request, the contractor shall furnish to the City Purchasing  
  Agent a certificate or certificates of insurance in form satisfactory to the City  
  Purchasing Agent showing compliance with this Section, which certificate or  
  certificates shall provide that the policies shall not be materially changed or  
  canceled until ten days' written notice has been given to the City Purchasing  
  Agent. 
 
 
12. POLITICAL SUBDIVISIONS 
 
 Bidders should note that other political subdivisions may participate in the contract 
 resulting from this bid award as authorized by General Municipal Law.  Use of this 
 contract by any other political subdivision must be coordinated between that subdivision 
 and the contractor.  The City will have no responsibility for any such purchases and will 
 have no other role than to provide other political subdivisions a copy of this contract if 
 requested. 
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13. NON-COLLUSIVE BIDDING CERTIFICATION 
 
 By submission of this bid, each bidder and each person signing on behalf of any bidder 
 certifies, and in the case of a joint bid each party certifies as to its own organization, 
 under penalty of perjury, that to the best of its knowledge and belief: 
 
 13.1 The prices in this bid have been arrived at independently without collusion,  
  consultation, communication, or agreement, for the purpose of restricting   
  competition, as to any matter relating to such prices with any other bidder or with  
  any competitor. 
 
 13.2 Unless otherwise required by law, the prices which have been quoted in this bid  
  have not knowingly been disclosed by the bidder and will not knowingly be  
  disclosed prior to the bid opening, directly or indirectly, to any other bidder or to  
  any competitor. 
 
 13.3 No attempt has been or will be made by the bidder to induce any other person,  
  partnership or corporation to submit or not to submit a bid for the purpose of  
  restricting competition. 
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P R O P O S A L 

 
The undersigned bidder hereby agrees to furnish the goods or services specified and to 
otherwise fully meet all terms, conditions, and specifications contained in this Invitation to Bid 
without exception, unless exceptions are clearly noted in this proposal.  Signature must be 
that of the bidder or of an employee or agent authorized to sign on behalf of the bidder. 
 
 
GROUP A - MYLAR COPIES/PRINTS (Digital-Toner based Duplication/Printing) 
Single copies only, no collating or fastening: 
 
 
                                     Unit Price  Estimated 
 Total area, per job order     Per Sq. Ft.     x Annual Use =  Extension 
 
 1. Up to 500 sq. ft.     $_________   x      970  =  $___________ 
 
 2. More than 501 sq. ft.     $_________   x      100  =  $___________ 
 
 
       TOTAL GROUP A: $_______________ 
 
 
GROUP B - PAPER (BOND) COPIES/PRINTS (Digital-Toner based Duplication/Printing) 
Single copies only, no collating or fastening: 
 
 
                                    Unit Price  Estimated 
 Total area, per job order    Per Sq. Ft.    x Annual Use =  Extension 
 
 
  1. Up to 500 sq. ft.    $_________   x            10,000 =  $___________ 
 
  2. 501 to 3,000 sq. ft.    $_________   x            4,000 =  $___________ 
 
  3. More than 3,000 sq. ft.  $_________   x            5,000 =  $___________ 
 
 
       TOTAL GROUP B: $_______________ 
 
 
 
 
______________________________    _________________________________________ 
        Authorized Signature       Typed Name and Title of Authorized Signer 
 
_________________________________________________________________________ 
                         Typed Name of Company 
                            (Continued through Page 8) 

NON-O
FFIC

IA
L S

PEC 

DO N
OT U

SE TO B
ID



ENGINEERING REPRODUCTION SERVICES 

 

400380 7 

 

P R O P O S A L 
 
 
GROUP C - PAPER (BOND) COPIES/PRINTS (Digital-Toner based Duplication/Printing) 
Multiple copy sets, including collating and fastening: 
 
 
                                 Unit Price  Estimated 
 Total area, per job order Per Sq. Ft.     x Annual Use =  Extension 
 
 1. Up to 3,000 sq. ft.   $_________      x       52,000 =  $___________ 
 
 2. 3,001 to 5,000 sq. ft.   $_________      x       10,000 =  $___________ 
 
 3. More than 5,000 sq. ft. $_________      x       15,000        =  $___________ 
 
 
 
       TOTAL GROUP C:       $______________ 
 
 
GROUP D – MISCELLANEOUS DUPLICATION / PRINTING SERVICES:  
 
 
                                 Unit Price  Estimated 
 Duplication/Printing  Per Sq. Ft. x Annual Use =  Extension 
 
 1. Per sq. ft. Vellum $________ x      132  =  $_________ 
 
 
 Enlargements or Reductions 
 
 2. Per sq. ft. Bond $________ x      100  =  $_________ 
 
 
 
       TOTAL GROUP D:     $_______________ 
 
  
    TOTAL BID PRICE (GROUPS A-D):  $   ____________________                                   
 
 
 
 
_____________________________    _________________________________________ 
        Authorized Signature       Typed Name and Title of Authorized Signer 
 
_________________________________________________________________________ 
                         Typed Name of Company 
                            (Continued through Page 8) 
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P R O P O S A L 
 
                 QUESTIONNAIRE FORM FOR CITY SPECIFICATIONS 
 
          TO BE FILLED IN BY BIDDER AND PRESENTED WITH BID PROPOSAL 
 
Is this bid in conformance with specifications?   Yes_________ No__________ 
 
If answer is "No", bidder must identify and explain each exception taken and reference must 
be made to each page and paragraph to which the exception will apply. 
 
It shall be understood that if no exception is taken, the contractor shall supply all materials or 
services as specified. 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 

     _______________________________________________________________________ 

_______________________________________________________________________ 
 
 
 
 
 
______________________________    ______________________________________ 
          Authorized Signature               Typed Name of Authorized Signature 
 
______________________________________________________________________ 
                                         Typed Name of Company 
                                         (Continued through Page 8) 
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P R O P O S A L 
 
 
PRINT OR TYPE THE FOLLOWING INFORMATION: 
 
 
 
__________________________________________________________________________ 
     Name of Firm or Corporation 
 
 
__________________________________________________________________________ 
                       Street Address 
 
 
__________________________________________________________________________ 
   City                              State                               Zip Code 
 
 
________________________________      _______________________________________ 
           Telephone/Fax No.    Federal Employer ID No. 
 
 
  _______________________________________________________________________ 
  E-mail address of recipient of contract awards and extensions 
 
 
                         _____________________________ 
      Date 
 
********************************************************************************************************* 
 
                   ACCEPTED ON BEHALF OF THE CITY OF ROCHESTER FOR: 
 
 
          _____________________________________________________________________ 
 
 
                    Contract No. ____________   Contract Term:______________________ 
 
 
                                                                     
      __________________________________________________ 
                                          Purchasing Agent 
 
 
                                     Date:  ______________________________  
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