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CITY OF ROUND ROCK
INVITATION FOR BID
PRINTED BUSINESS CARDS, ENVELOPES, AND LETTERHEAD

PART |
GENERAL
PURPOSE: The City of Round Rock, herein after “the City” seeks quotes from firms experienced in
all goods, labor and services necessary to provide printing services of letterhead, envelopes, and
business cards for the City of Round Rock.
1. ATTACHMENTS: Attachments A through C, are herein made part of this Invitation For Bid:
1.1 Attachment A: Bid Sheet (Pg. 11 of IFB)
1.2 Attachment B: Respondent’s Reference Sheet (Pg. 12 of IFB)
1.3 Attachment C: Addendum Acknowledgment Form (Pg. 13 of IFB)
2. Exhibits: Exhibits A and B are herein made part of this Invitation For Bid:
2.1 Exhibit A: The City of Round Rock Identity Style Guide (Pgs. 14 — 34 of IFB)
2.1.1 Sample Business Card, (Pg. 26 of IFB, Pg. 12 of Identity Style Guide)
2.1.2 Sample Envelope, (Pg. 26 of IFB, Pg. 12 of Identity Style Guide)
2.1.3 Sample Letterhead, (Pg. 27 of IFB, Pg. 13 of Identity Style Guide)
2.2 Exhibit B: Round Rock Logo — White Star Horizontal (Pg. 35 of IFB)

3. CLARIFICATION: For questions or clarification of specifications, you may contact:

Primary Contact :

Oscar Wise

Purchasing Division

City of Round Rock

Phone: 512-218-5456

E-mail: owise@roundrocktexas.gov

Secondary Contact:

Yvonne Hopkins

Purchasing Division

City of Round Rock

Phone 512-218-3228

Email: yhopkins@roundrocktexas.gov

The individuals listed above may be contacted by e-mail for clarification of the specifications only.
No authority is intended or implied that specifications may be amended or alterations accepted prior
to solicitation opening without written approval of the City of Round Rock through the Purchasing
Department.

4. RESPONDENT QUALIFICATIONS: The City has established the following minimum qualifications.
Respondents who do not meet the minimum qualifications will not be considered for award. The
Respondent shall:
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4.1 Be firms, corporations, individuals or partnerships normally engaged in providing printing
services of letterhead, envelopes, and business cards as specified herein and have adequate
organization, facilities, equipment, financial capability, and personnel to ensure prompt and
efficient service to the City;

4.2 Provide all labor, supplies and materials required to satisfactorily perform the services as
specified herein and own or acquire at no cost to the City all construction aids, appliances, and
equipment Respondent deems necessary and maintain sole responsibility for the maintenance
and repair of Respondent’s vehicles, equipment, tools and all associated costs. The City shall
not be responsible for any Respondent’s tools, equipment or materials lost or damaged during
the performance of the services specified herein;

4.3 Be domiciled in or have a home office or headquarters inside the United States. Respondents
domiciled outside the United States, or not having a home office or headquarters inside the
United States will not be included for consideration in this procurement process.

5. SUBCONTRACTORS: Respondent shall not subcontract or otherwise engage subcontractors to
perform required services. The City seeks to do business directly with a company experienced in
printing services of letterhead, envelopes, and business cards.

6. DAMAGE: The Respondent shall be responsible for damage to the City's equipment and / or
property, the workplace and its contents by its work, negligence in work, its personnel and equipment
usage.

7. SAFETY: The City reserves the right to remove any employee from City property for violation of
federal, state, and local health, safety and environmental laws, ordinances, rules and regulations.
The Respondent shall:

7.1. Ensure that all employees comply with all Occupational Safety and Health Administration
(OSHA), State and City safety and occupational health standards and other applicable federal,
state, and local health, safety, and environmental laws ordinances, rules and regulations in the
performance of these services;

7.2. Be held responsible for the safety of their employees and unsafe acts or conditions that may
cause injury or damage to any persons or property within and around the work site. In case of
conflict, the most stringent safety requirement shall govern;

7.3. Indemnify and hold the City harmless from and against all claims, demands, suits, actions,
judgments, fines penalties and liability of every kind arising from the breach of the Successful
Respondents’ obligations under this paragraph.

8. PRICING: The Respondent shall determine and submit a fixed cost for the work and shall include all
incidental costs, labor, overhead charges, travel, payroll expenses, freight, equipment acquisition and
maintenance, demurrage, fuel surcharges, delivery charges, costs associated with obtaining permits,
insurance, bonds and risk management. No separate line item charges shall be permitted for either
response or invoice purposes.

9. PRICE INCREASE: Contract prices for printing services of letterhead, envelopes, and business
cards shall remain firm throughout the initial term of the contract. A price increase to the agreement
may be considered at renewal time each year and shall be equal to the consumer price index for that
year, but at no time can the increase be greater than 15% per line item.

9.1. Consumer Price Index (CPI): Price adjustments will be made in accordance with the
percentage change in the U.S. Department of Labor Consumer Price Index (CPI-U) for all
Urban Consumers. The price adjustment rate will be determined by comparing the percentage
difference between the CPI in effect for the base year six month average (January through
June OR July through December); and each (January through June OR July through
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10.

11.

9.2.

December six month average) thereafter. The percentage difference between those two CPI
issues will be the price adjustment rate. No retroactive contract price adjustments will be
allowed. The Consumer Price Index (CPI) is found at the Bureau of Labor Statistics, Consumer
Price Index website: http://www.bls.gov/cpi/.

Procedure to Request Increase:

9.2.1. Mail the written price increase request with the rate detail comparison and
comprehensive calculation to the designated City Contract Specialist a minimum of 45
days prior to each renewal period. The detailed written calculation will be verified and
confirmed. All written requests for increases must include the City of Round Rock
contract number, solicitation reference information and contact information for the
authorized representative requesting the increase. Price increase requests shall be
sent by mail to:

City of Round Rock
Purchasing Department
Attn: Contract Specialist
221 East Main Street

Round Rock, TX 79664-5299

9.2.2. Upon receipt of the request, the City reserves the right to either, accept the escalation
and make change to the purchase order within 30 days of the request, negotiate with
the Vendor or cancel the agreement or purchase order if an agreement cannot be
reached on the value of the increase.

AGREEMENT TERM: The terms of the awarded agreement shall include but not be

limited to the following:

10.1

10.2

10.3

The term of the initial Agreement shall begin from date of award and shall remain in full force
for 60 months.

The City reserves the right to review the awarded respondents’ performance anytime during
the contract term.

If the awarded respondent fails to perform its duties in a reasonable and competent manner,
the City shall give written notice to the respondent of the deficiencies and the respondent shall
have thirty (30) days to correct such deficiencies. If the respondent fails to correct the
deficiencies with the thirty (30) days, the City may terminate the agreement by giving the
respondent written notice of termination and the reason for the termination.

ACCEPTANCE/INSPECTION: Acceptance inspection should not take more than five (5) working

days. The awarded respondent will be notified within the time frame if the services delivered are not
in full compliance with the specifications. In the event the services are not performed to the
satisfaction of the City, provide new product at no additional cost to the City. The City designated
representative shall determine if this is necessary. If any agreement or purchase order is cancelled
for non-acceptance, the needed services may be purchased elsewhere and the vendor may be
charged liquidated damages.

PART Il
SPECIFICATIONS

SCOPE: The City of Round Rock requests printing services for letterhead, envelopes, and
business cards.

POINT OF CONTACT / DESIGNATED REPRESENTATIVE:
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1.1. Respondent’s point of contact: In order to maintain consistent standards of quality work
performed across the City, the City shall be provided with a designated and identified point of
contact upon award of the contract to include contact information. The City’s designated
representative shall be notified by the Respondent immediately should the point of contact
change.

1.2. The City’s designated representative: The City’s designated representative shall be:

Kristin Brown

Communications and Marketing Manager
Communications and Marketing

Phone: (512) 218-5447

E-mail: kbrown@roundrocktexas.gov

2. WORKFORCE: Successful Respondent shall:

2.1. Ensure Respondent’s employees perform the services in a timely, professional and efficient
manner;

2.2. Ensure Respondent’s employees, while working on City property, wear a company uniform
that clearly identifies them as the Respondent’s employee;

2.3. Employ all personnel for work in accordance with the requirements set forth by the United
States Department of Labor. The City reserves the right to verify citizenship or right to work in
the United States.

3. DELIVERY REQUIREMENTS: Respondent shall deliver the printing within seven (7) to ten (10)
calendar days after receipt of the order. Delivery shall be to specified destination on Purchase Order.
All delivers shall be within the City limits.

4, ORDER QUANTITY: The quantities shown on the solicitation are estimates only. No guarantee of
any minimum or maximum purchase is made or implied. The City will only order the products or
services needed to satisfy requirements within budgetary constraints, which may be more or less
than indicated.

4.1 The City shall not be charged for over runs.

4.2 No shortages are permitted.
4.3 Estimated annual quantity of Letterhead Shells: 50,000

4.3.1 City anticipates requiring between one and five boxes of 500 envelopes imprinted at a
time.
4.4  Estimated annual quantity of Envelopes Shells: 50,000

4.4.1 City anticipates requiring between one and five boxes of 1,000 letterhead imprinted at
atime.
4.5 Estimated annual quantity of Business Cards Shells: 125,000

45.1 City anticipates requiring per employee imprint order of 500 business cards per order.
4.5.2 City may order one set of 500 cards or multiple sets of 500 cards.
4.6 Vendor to specify any minimum order requirements for each item.
5. PRINTING SERVICES: Respondent is directed to Exhibits A and B for specific identification of
guidelines to be used in the printing of letterhead, envelopes, and business cards.
5.1 All printing shall be a flat finish (no thermography required).

5.2 Logo components shall consist of the logo graphics: three brush strokes converging to create
a star, the logotype: Round Rock, Texas, typeface: Play Bold upper case font.
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53

54

55

5.6

5.7

5.8

59

5.10

5.11

5.12

5.13

5.14

5.15

Application of the version of the logo shall be “color” as described in the logo color palette listed
as Pantone/Color Conversions consisting of Pantone 288, Pantone 1805, and Pantone 288-
80%.

The City Communications Director shall retain approval authority for all logo artwork/files. Any
files/artwork received shall be used as is, without alteration, with the exception of size. Misusing
Round Rock’s logo has the potential of causing damage in the form of brand devaluation. The
City of Round Rock shall preapprove any usage of the logo, in any form, by vendors or partners.

Clear space should be left around the logo and tagline. No artwork, text symbols, colors or any
sort shall intrude into this area. Using the Signature Cap Height and applying that measurement
as a framed border around the logo determine minimum clear space. The City Communications
Director shall retain approval authority for all logo artwork/files.

Font Guidelines are to include Play as the primary logotype font. Play shall be the print font.
Proof sheets of printed items shall be required on each order. The types of items to be printed
will be transmitted electronically for approval. City shall approve, electronically, all proofs prior
to printing of job.

Design shall not bleed off sheet for any element detailed herein.

The City will accept digitally-produced letterhead, envelopes, and business cards as long as
the required specifications are met.

All colors and preferred reproduction methods are addressed in the Round Rock Identity Style
Guide. All imprinting will be one of the colors addressed in the Guide. The City Communications
Director shall retain approval authority for all logo artwork/files.

All printing shall be one-sided only.

Shells are required. The City does not require the Vendor to print and store all shells at one
time. The shells will be prepaid by the City at the beginning of the agreement and the Vendor
shall be responsible for determining storage.

The business cards will not always have the same number of lines imprinted.

Shipping cost should be included in the price and shall be FOB Destination.

There shall be no design costs.

6. PRINTED BUSINESS CARDS: Stock shall be 80# Sirius, Neenah Starwhite Cover. Cover colors
shall be Pantone 288, Pantone 1805 and Pantone 288-80%. Business Cards shall include the City
of Round Rock logo with employee’s name, title, phone numbers, and fax numbers, etc. See Pg. 12
of Exhibit A - Identity Style Guide.

7. PRINTED ENVELOPES: Envelope style shall be Business A-10. Stock shall be 24# Sirius, Neenah
Starwhite. Text Colors shall be Pantone 288, Pantone 1805 and Pantone 288-80%. Envelopes shall
include the City of Round Rock logo with return addresses. See Pg. 12 of Exhibit A - Identity Style
Guide.
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8.

10.

PRINTED LETTERHEAD: Stock shall be 70# Sirius, Neenah Starwhite Text. Cover Colors shall be
Pantone 288, Pantone 1805, and Pantone 288-80%. Letterhead to include the City of Round Rock
logo with header and footer. See Pg. 13 of Exhibit A - Identity Style Guide.

ARTWORK: City shall provide successful Respondent digital file of any necessary artwork.
Successful Respondent shall provide typesetting and layout services as needed.

PERMITS: The Successful Respondent shall obtain all necessary permits, licenses, and/or

certificates required by federal, state and local laws, ordinances, rules or regulations for the
completion of the services as specified herein.

PART Il
SCHEDULE AND RESPONSE INSTRUCTIONS

SCHEDULE OF EVENTS: It is the City’s intention to comply with the following solicitation timeline:

EVENT DATE
Solicitation released May 30, 2017
Deadline for submission of questions June 6, 2017 @ 5:00 PM, CST
City responses to questions or addendums June 9, 2017 @ 5:00 PM, CST
Deadline for submission of responses June 19, 2017 @ 3:00 PM, CST

All questions regarding the solicitation shall be submitted in writing by 5:00 PM, CST on the due date
noted above. A copy of all the questions submitted and the City’s response to the questions shall be
posted on the City’s webpage in the form of an addendum at http://www.roundrocktexas.gov/.bids.

Questions shall be submitted to the City contact named herein. The City reserves the right to modify
these dates. Notice of date change will be posted to the City’s website.

Respondents  shall be responsible for monitoring the City's website at
http://www.roundrocktexas.gov/bids for any updates pertaining to the solicitation described herein.
Various updates may include addendums, cancellations, notifications, and any other pertinent
information necessary for the submission of a correct and accurate response. The City will not be
held responsible for any further communication beyond updating the website.

RESPONSE DUE DATE: Signed and sealed responses are due at or before 3:00 PM, on the due
date noted in Part lll, Section 1. Mail or hand deliver sealed responses to:

City of Round Rock

Attn: Oscar Wise

Purchasing Department

221 E. Main Street

Round Rock, Texas 78664-5299

3.1 Sealed responses shall be clearly marked on the outside of packaging with the Solicitation title,
number, due date and “DO NOT OPEN”".

3.2 Facsimile or electronically transmitted responses are not acceptable.
3.3 Responses cannot be altered or amended after opening.

3.4 No response can be withdrawn after opening without written approval from the City for an
acceptable reason.
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3.5 The City will not be bound by any oral statement or offer made contrary to the written
specifications.

3.6 Three (3) samples of work similar in scope for each item shall be included with the
Respondent’s bid. Samples shall be furnished at no expense to the City. Sample shall be
identified with Respondent’s name and IFB number.

4. BEST VALUE EVALUATION AND CRITERIA: The City reserves the right to reject any or all
responses, or to accept any response deemed most advantageous, or to waive any irregularities or
informalities in the response received that best serves the interest and at the sole discretion of the
City. All solicitations received may be evaluated based on the best value for the City. In determining
best value, the City may consider:

4.1 Purchase price;

4.2 Reputation of Respondent and of Respondent’s goods and services;

4.3 Quality of the Respondent’s goods and services;

4.4 The extent to which the goods and services meet the City’s needs;

4.5 Respondent’s past performance with the City;

4.6 The total long-term cost to the City to acquire the Respondent’s goods or services;
4.7 Any relevant criteria specifically listed in the solicitation.

Respondents may be contacted for clarification of bid and/or to discuss details of the services they
are proposing. This may include a presentation and/or the request for additional material/information
to clarify.

5. AWARD: The City reserves the right to enter into an Agreement or a Purchase Order with a single
award, split award, primary and secondary award, non-award, or use any combination that best
serves the interest and at the sole discretion of the City. Award announcement will be made upon
City Council approval of staff recommendation and executed agreement. Award announcement will
appear on the City’s website at http://www.roundrocktexas.gov/bids.

6. POST AWARD MEETING: The City and Successful Respondent(s) may have a post award meeting
to discuss, but not be limited to the following:

6.1 The method to provide a smooth and orderly transition of services performed from the current
contractor;

6.2 Provide City contact(s) information for implementation of agreement.

6.3 ldentify specific milestones, goals and strategies to meet objectives.

7. NON-APPROPRIATION: The resulting Agreement is a commitment of the City’s current revenues
only. Itis understood and agreed the City shall have the right to terminate the Agreement at the end
of any City fiscal year if the governing body of the City does not appropriate funds sufficient to
purchase the estimated yearly quantities, as determined by the City’s budget for the fiscal year in
question. The City may affect such termination by giving Vendor a written notice of termination at the
end of its then current fiscal year.

8. INTERLOCAL COOPERATIVE CONTRACTING (PIGGYBACK): Other governmental entities may
be extended the opportunity to purchase off of the City’'s agreements, with the consent and agreement
of the awarded Vendor(s) and the City. Such consent and agreement shall be conclusively inferred from
lack of exception to this clause in a Respondent's submittal. However, all parties indicate their
understanding and hereby expressly agree that the City is not an agent of, partner to, or representative
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of those outside agencies or entities and that the City is not obligated or liable for any action or debts
that may arise out of such independently-negotiated “piggyback” procurements.

PART IV
RESPONSE REQUIREMENTS

1. The City of Round Rock makes no warranty that this checklist is a full comprehensive listing of every
requirement specified in the solicitation. This list is only a tool to assist participating Respondents in
compiling their final responses. Respondents are encouraged to carefully read the entire solicitation.

Respondents shall submit one (1) evident signed “Original” and one (1) copy of the response
requirements including any required attachments. The samples and/or copies shall be provided at
the Respondent's expense, and shall become the property of the City.

This Invitation For Bid (IFB) does not commit the City to contract for any supply or service.
Respondents are advised that the City will not pay for any administrative costs incurred in response
preparation to this IFB; all costs associated with responding to this IFB will be solely at the interested
parties’ expense. Not responding to this IFB does not preclude participation in any future
RFP/RFQ/IFB.

2. For your bid to be responsive, all required items identified below shall be submitted with your
proposal.

Attachment A: Bid Sheet - Responses shall be submitted on itemized, signed Bid Sheet provided
herein. Failure to itemize or sign solicitation may result in disqualification. Submission of responses
on forms other that the City’s Bid Sheet may result in disqualification of the response.

Attachment B: Reference Sheet - Provide the name, address, telephone number and E-MAIL of at
least three (3) Municipal, Government agencies or firms of comparable size that have utilized similar
service within the last two (2) years. City of Round Rock references are not applicable. References
may be checked prior to award. Any negative responses received may result in disqualification of
submittal.

Attachment C: Addendum Acknowledgement Form - Provide signed copy of the Addendum
Acknowledgement Form or a signed copy of each issued addendum with bid upon submission.

3. ADDITIONAL INFORMATION REQUESTED: Contract Information - Respondent shall provide
information of any current established contract with a local City, County, Municipality, Cooperative
Agreement, Comptroller of Public Accounts (CPA) Texas Smart Buy Contract, Texas Multiple Award
Schedule (TXMAS), General Services Administration (GSA), Inter-local Agreement, or any other
contractual resource.

4. The following items shall be made available upon request prior to award and the approval of
any contract:

Proof of insurance for General Liability, Worker’s Compensation and standard automobile liability
coverage as set forth by the Insurance Requirements as identified on the City’s website at:
http://www.roundrocktexas.gov/bids.

PART V
CONFIDENTIALITY OF CONTENT
1. CONFIDENTIALITY OF CONTENT: All documents submitted in response to a solicitation shall be

subject to the Texas Public Information Act. Following an award, responses are subject to release
as public information unless the response or specific parts of the response can be shown to be
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exempt from the Texas Public Information Act. Pricing is not considered to be confidential under
any circumstances.

1.1 Information in a submittal that is legally protected as a trade secret or otherwise confidential
must be clearly indicated with stamped, bold red letters stating "CONFIDENTIAL" on that
section of the document. The City will not be responsible for any public disclosure of
confidential information if it is not clearly marked as such.

1.2 If arequestis made under the Texas Public Information Act to inspect information designated
as confidential, the Respondent shall, upon request from the City, furnish sufficient written
reasons and information as to why the information should be protected from disclosure. The
matter will then be presented to the Attorney General of Texas for final determination.

PART VI
GENERAL TERMS AND CONDITIONS / INSURANCE REQUIREMENTS
(ITEMS BELOW APPLY TO AND BECOME A PART OF THE CONTRACT)

1. INSURANCE: The Respondent shall meet or exceed all insurance requirements set forth by the
Insurance Requirements as identified on the City’s website at: http://www.roundrocktexas.gov/bids.

2. DEFINITIONS, TERMS AND CONDITIONS: By submitting a response to this solicitation, the
Respondent agrees that the City’s standard Definitions, Terms and Conditions, in effect at the time
of release of the solicitation, shall govern unless specifically provided otherwise in a separate
agreement or on the face of a purchase order. Said Definitions, Terms and Conditions are subject
to change without notice. It is the sole responsibility of respondents to stay apprised of changes.
The City’s Definitions, Terms and Conditions can be obtained from the City’s website
http://www.roundrocktexas.gov/bids.

3. PROMPT PAYMENT POLICY: Payments will be made in accordance with the Texas Prompt
Payment Law, Texas Government Code, Subtitle F, Chapter 2251. The City will pay Vendor within
thirty days after the acceptance of the supplies, materials, equipment, or the day on which the
performance of services was completed or the day, on which the City receives a correct invoice for
the supplies, materials, equipment or services, whichever is later. The Vendor may charge a late fee
(fee shall not be greater than that which is permitted by Texas law) for payments not made in
accordance with this prompt payment policy; however, this policy does not apply to payments made
by the City in the event:

3.1 There is a bona fide dispute between the City and Vendor concerning the supplies, materials,
services or equipment delivered or the services performed that causes the payment to be late;
or

3.2 The terms of a federal agreement, grant, regulation, or statute prevent the City from making a
timely payment with Federal Funds; or

3.3 Theis abona fide dispute between the Vendor and a subcontractor or between a subcontractor
and its suppliers concerning supplies, material, or equipment delivered or the services
performed which caused the payment to be late; or

3.4 The invoice is not mailed to the City in strict accordance with instructions, if any, on the
purchase order or agreement or other such contractual agreement.
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ATTACHMENT A:
BID SHEET

Responses are due to the Purchasing Department by 3:00 PM on 6/19/2017.
Show solicitation opening date & solicitation number in lower left hand corner of sealed response envelope with return address of responding firm.
Facsimile and emailed responses shall not be accepted.

REQUIRED INFORMATION: DESTINATION:
CITY OF ROUND ROCK
TAX ID NO.: PURCHASING DEPT.
221 E. MAIN ST.
LEGAL BUSINESS NAME: ROUND ROCK, TX 78664
ADDRESS:
- INVOICE TO:
CONTACT NAME: CITY OF ROUND ROCK
TELEPHONE NO: ACCOUNTS PAYABLE
- 221 E. MAIN ST.
BUSINESS ENTITY TYPE: ROUND ROCK, TX 78664-5299
E-MAIL:
Respond F.O.B. Destination, Freight prepaid and allowed
unless otherwise specified.
Item . Unit Of .
M Description Measure Price
1 Letterhead Shells - Estimated Annual Quantity 50,000 Lot $
2 Envelope Shells - Estimated Annual Quantity 50,000 Lot $
Business Card Shells - Estimated Annual Quantity 125,000 Lot $
Total for
Item #'s 1-3 $
Letterhead Imprint 1 Box of 500 $
Envelope Imprint 1 Box of 500 $
Business Card Imprint 1 Box of 500 $

Bidder shall sign below. Failure to sign this bid will disqualify bidder.

Print Name

Authorized Signature

Date

“By the signature hereon affixed, the bidder hereby certifies that neither the bidder nor the entity
represented by the bidder, or anyone acting for such entity has violated the antitrust laws of this
State, codified in Section 15.01 et seq., Texas Business and Commerce Code, or the Federal
antitrust laws, nor communicated directly or indirectly, the response made to any competitor or
any other person engaged in such line of business."

Bidder agrees to comply with all conditions set forth in this bid.
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ATTACHMENT B:
RESPONDENT’S REFERENCE SHEET

PLEASE COMPLETE AND RETURN THIS FORM WITH THE SOLICITATION RESPONSE

SOLICITATION NUMBER:
RESPONDENT’S NAME:

DATE:

Provide the name, address, telephone number and e-mail of at least three (3) Municipal and/or
Government agencies or firms of comparable size that have utilized similar service within the last two (2)
years. City of Round Rock references are not applicable. References may be checked prior to award.
Any negative responses received may result in disqualification of submittal.

1.

Company’s Name
Name of Contact

Title of Contact
E-Mail Address
Present Address
City, State, Zip Code

Telephone Number

Company’s Name
Name of Contact

Title of Contact
E-Mail Address
Present Address
City, State, Zip Code

Telephone Number

Company’s Name
Name of Contact

Title of Contact
E-Mail Address
Present Address
City, State, Zip Code

Telephone Number

Fax Number: ( )
Fax Number: ( )
Fax Number: ( )

FAILURE TO PROVIDE THE REQUIRED INFORMATION WITH THE SOLICITATION RESPONSE MAY
AUTOMATICALLY DISQUALIFY THE RESPONSE FROM CONSIDERATION FOR AWARD.
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ATTACHMENT C:
ADDENDUM ACKNOWLEDGMENT FORM

NOTE: If multiple addendums have been issued, respondents may complete and return this attachment
with their proposal in place of the individual addendums to be submitted. Failure to provide either this form
or the individual addendums with signatures may result in disqualification of the proposal.

Addenda Acknowledgment: The undersigned acknowledges the receipt of the following Addenda:

Addendum #: Dated:
Addendum #: Dated:
Addendum #: Dated:
Addendum #: Dated:
Addendum #: Dated:

Respondent (Company):

Signature (in ink):

Name (Typed/printed):

Title: Date:
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_ | I T [ | © [ I [ [ _

THE CITY OF ROUND ROCK TEXAS
Identity Style Guide

ROUND ROCK TEXAS

| | FIR Stanciiss el 2014 sz ingd 1 ] wia awnll |
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[T ®

ROUND ROCK LOGO STYLE

INTRODUCTION:

The Round Rock logo identity, look and feel ks an important
aspect of how people will identify and separate Round Rock,
Texas. This loge |s & source of pride and is compased af many
elements including the font, the style, the colers and the overall
usage.

Protecting this logo provides leversge for Round Rock, strength-
NS OUF presence, iNcreases awareness, develops recall and loyalty
among our audiences and ultimately, creates staying power. This
is why establishing guidelines and regulations sbaut our logo's
usage s important, and these guidelines should be followed by
all, City and Chamber employees, media, our partners and our
vendors. From press releases, to city vehicles, to newsletters,
Lo Web sites, Myers, brochunes and promotional items, the logo
should remain consistent.

The following decument provides guidelines on usage for the
City's loge, covering almost any situation in which the loge
rbght be used, If you need assistance or have any questions
an identity usage, detalls or formats, please contact the City
of Round Rock Communications Director at 512-Z18-5409.

Logo PERSOMALITY

Al communications, lerge and small, should reflect the key loge

attributes and personality. Round Rock's primary personality is a
City that is & center of success. Round Rock provides employees,

employers, citizens, families and all people scoess to and
alements of suceess. Rathers than trendy, Round Rock is
established, proven and stable, as well as visionary.

Additonally, we need to consider the communications needs

af our target markets and partners. All aspects of cur comimu-
rilcations, including the design, writing tone and content should
raflect the fect that we are addressing a range of audiences, fram

employees o employers, current citizens, prospective small,
mild and large-sized businesses snd their CEOs.
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The City of Round Rock Identity Style Guide

ROUND ROCK's LOGO
& GUIDELINES FOR USAGE:

LOGO COMPONENTS

The Round Rock logo consists of the
Tollowing:

= The Loge Graphics: Three brushstrokes
eonverging bo create a star

» The Word Mark: Round Rock, Texas

= The Typeface: Play bold, upper case

DIFFERENT VERSIONS FOR
SPECIFIC APPLICATIONS

For flexibility, the following pages show
multiple versions of the lego for your

use—cobor, black-and-white and reversed,

hotizontal and vertical versions (both
@ with and without the tagline).

PROPER USAGE OF THE LOGOS

All logo artwork/Miles will be provided by
the Communications Director with the
City of Round Rock. Ay files/artwork
received should be used as i3, without
slteration, with the exception of size.

Mizusing Round Rock's logo has the
potential of causing damage in the form
of logo devalustion. Any usage of the
lage, in any form, by vendors or partners
should be approved by the City.

>
ROUND ROCK TEXAS

APPROVED USAGE
= Directional rosd skgns with City approval.

= Wb and printed docurnents where the
allowable space for the logo is not less
‘than 1inch with City approval.

NOT APPROVED USAGE FOR
NON-CITY ORGANIZATIONS

= Letterhead, business cards, envelopes,
forms, of other pre-printed paper
products

= Promotional lbems like shirts, caps, pens,
tickets, mugs, ebc.

= On Vehiches

= In advertisements, brochures,
newsletters, of other publications
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The City of Round Rock Identity Style Guide

CLEAR SPACE

To give it presence, an area of clear
space should be left arcund the logo
and tagline. Mo artwork, text, symbols,
colors of any sort should intrude into
this area.

Minimum clear space is determined

by using the Signature Cap Heighit and
applying that measurement as a framed
border arcund the logo.

STAGING & SIZE
“Staging” refers to the area directly sur-
rounding the City of Round Rock’s logo

Minimum clear area [protected space)
around the logo s shown to the right.

The amount of clear space shown ks
& minimum requirement. More space
should be used whenever possible to
highlight the logo.

POSITIONING

The City of Round Rock’s logo must also

appear as predominanthy as any
third-party trademarks.

REFERENCING

When referenced in writing, the City of
Round Rock's name should appear in the
same typelface as the body copy. Mo effort
should be made Lo stylize the name in a
typeface other than the one already being
used in the body copy in which the City of
Rouwnd Rock's name is being referenced.
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[ &

AVAILABLE FILE FORMATS

The logos will be used in many different
formats and mediums. As & result, the
following file formats are available for
YOur use:

File Type Features and Uses Sample Applications
PG Joint Photograph Raster (bitmap) format: can become Word, PowerPaoint, Excel,
Expart Group “jagged” when enlarged; versatile for- Adobe Suite

mat.

Al Adobe lllustrator Vector art like EPS Format and scalable Ward, PowerPoint, Excel,
‘to any size without altering resolutien. Adobe Suite

GIF ‘Craphics Interchange Raster (bitmap) format: can become Word, PowerPaoint, Excel,

Format “jagged” when enlarged: versatile Adobe Suite, Web

format: can be used with transparent
backgrouwnd.

TIFF Tagged Image File Fermat | Raster (bitmap) format: works best Word, PowerPaoint, Excel,
for printed documents in MS Office Adobe Suibe

programs: can become “jagged” when
enlarged; versatile format.

& PMNG Portable Metwaork Graphic | An Open, Extensible Image Format with | Word, PowerPoint, Excel, &
Lossless Compression. PMG s superior to | Adobe Suite, Web
GIF in that it has better compression and
suppaorts millions of colors.

MINIMUM SIZE

The logo and tagline should never be
reduced so small they become illegible.
Use your best judgment when reproduc-
ing Round Rock artwork. Typically we
recommend no smaller than one inch
horizontally. Any questions or concerns
about usage should be directed to

Will Hampton, City of Round Rock
Communications Director.
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[ &

LOGO STYLES

HORIZONTAL LOGO
Primary Logo - Color

ROUND ROCK TEXAS

VERTICAL LOGO
Secondary Logo - Color

ROUND ROCK
TEXAS

WEB LOGO ROUND ROCK TEXAS

i) Color Logo for Website & Banners

LOGO - ICON

Color and Black & White

IIWR

BLACK & WHITE LOGO

The horlzontal, wvertical and web
logo can be used in black & white

ROUND ROCK TEXAS ROUND ROCK
TEXAS
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[ ] [ | i,

LOGO STYLES

LOGO STYLES IN REVERSE
OR ON DARK BACKGROUND

Primary Logo - Color

VERTICAL LOGO

Secondary Logo - Color

WEB LOGO

Color Logo for Website & Banners

LOGO - ICON

Color and Black & White

BLACK & WHITE LOGO

The horizontal, vertical and web
logo can be used In black & white o

! ROUND ROCK TEXAS - ROUND ROCK
TEXAS
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[ &

LOGO STYLES

IMPROPER LOGO USE

Always use the authorized version of aur

logeo. Use reproduction proofs (positive or
negative) or digital files available from the
office of the Director of Communications
whenever offset printing, silk-screening.
embroldering and applying to signage,
lapel ping, banners, vehicles and promo-
thonal items. Always follow the guidelines
in this manual for color and placement.

.—"’e
ROUND ROCK TEXAS

WHAT NOT TO DO:

¥.:! + Do not alter the symbol, reset &
the type, of change the letter-forms
in any way

+ Do not reverse out of veny
light backgrounds

+ Do not scale unevenky
+ Do not tilk on an angle
+ Do not reverse it out of a box

+ Do not use borders

« Do not put it ona brightly or heavily
patterned background
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LOGO COLOR PALETTE

PANTOME/COLOR CONVERSIONS

The following colors are approved for use
in Round Rock communications and must
be used when reproducing our logo.

Four-color process (CMYK) i the
preferred reproduction method in print
rnadiuma,

RGB values are provided for broadcast
use, and web values are provided for
interactive use.

EXHIBIT A:
The City of Round Rock Identity Style Guide

PANTOME 2EB8 - BOX
RGB Values:
R-6E6
o - BT
B - 142
CMYK Values:
C-BO
M -52
¥-0
K-24
Web Value:
336699

PAMNTOME 288
RCE Values:
R-0
G- &0
B -122
CMYK Values:
C =100
M - 65
V-0
K-3
Wab Walue:
003366
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] &

FONT GUIDELINES

APPROVED FONTS

The provisions of font for use in Round Rock
T [ gials should include the following:

LOGO FONT

= Play font - Bold Play Bold
ABCDEFGHIUEKELMNOPORSTUVWXYZ
abcdefghijklmnopgrstuvwxyz
(12345678B90.,;:""=-%/I7)

PRINT FONTS
« Headline and Sub Heads:

Play - Bold Play - Bold
ABCDEFGHIUUELMNOPOQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz
(12345678B90.,;:""=-%/I7)

o Montserrat - Bold  Montserrat - Bold o
ABCDEFCHIIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz
(1234567880..::""-%/17)

Verdana - Bold Verdana - Bold
ABCDEFGHIIJKELMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz
(1224567890.,;:""-00j17)
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[ ] &

FONT GUIDELINES

APPROVED FONTS CONTINUED

PRINT FONTS
= Body bext typeface:

Play - Regular Play - Regular
ABCDEFGHIJELMNOPORSTUVWXYZ
abcdefghijklmnopgrstuvwxyz
(1234567890, "-%/1 7}

Montserral - Regular Montserrakt - Regular
ABCDEFGHIJKLMNOPQRSTUVWXY Z
abcdefghijklmnopgrstuvwxyz
{(1234567890.,:.""-%/17)

Verdana - Regular Verdana - Regular
ABCDEFGHIIKELMNOPQRSTUWVWXYZ

abcdefghijklmnopgrstuvwxysz
(1234567890.,;::""-%/17)

WEB FONTS

These are a few font cholces that work well in
HTML fermat. We feel the best choloes for sur
needs and for readability are as follows:

* Headline and body text typefaces: Play - Bold and Regular
Same as stated previously. ABCOEFGHIJKELMNOPORSTUVWXYZ
Play - Bold and Regular abcdefghijklmnopgrstuvwxyz

(1234567890.,;:""-%%/17)
Montserral - Bold and Regular
Verdana - Bold and Regular Montserrat - Bold and Regular
ABCDEFGHIJKELMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz
(I234567890.,:""-%/17)

Verdana - Beld and Regular
ABCDEFGHIIELMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz
(1224567890.,;:""-%/17)
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] G

OFFICIAL PAPER SYSTEM

BUSINESS CARD i 15"
Slze - 3.5" 1 27 i

loge - 21" x 1.2°
Mame - 9.5 Play Bold
Title - 8.55 Play Regular
Address - B.55 Play Regular
Stock - BO#E Sirlus, Neenah Starwhibe Cower
ROUND ROCK TEXAS
2 TRARSSSETRTION
MNancy Yawn [F] 512.216.7054
Direcbor €] 512.801.4419
[F] 542.278. 7097
221 Eask Main Street » Rownd Rock, Texas 78664
FTETWTIET Ao - o
ENVELOPE
Size - Mo. 10, 925" x 41257
logo - 217 % 1.2°
Address - B.55 Regular
@ Stock - 24% Sirlus, Neenah Starwhite #10 Envelopes @
Address - B.55 Play Regular
i L .25 from top
257
i >
H Fﬁl.lﬂnm TEXAS
i 1 East Main Steaet
H itevansd Mnce, Tanis THEAA
47 di. Jokin B
President
Lomnpany Name
Sireet Addess
Lity, State, Dip Code
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[ ] &

OFFICIAL PAPER SYSTEM

LETTERHEAD |
Size - B.5" % W -4 fram top
loge - 26" x 1.57
MName - 9.5 Play Bold nase . . "‘_""m.. — s
Title - 9.0 Play Regular ROUND ROCK TEXAS b SR cmysaeny
Thas U g Wb o T - L. Mt
Address - 9.0 Play Regular —
and Bold o
Body - 9.0 San Seril Font
#4r, Jube Smith
Red Rule - 0.5 Hairline Rule .
I —iCempany me
Stock - 70# Sirius, Neenah Sreamt Addrans
Starwhits Text iCity, State Zip coda
Cisar Mr. Smith:
2 s rarm that aryons sees o letterkmed without B frpesrittan messege.
Mihas a letlar @ Eypad o Tha CRy of Round Bock letlarfasd, n a saces, The
dmign of the leiterhsad i complee, The style or fonsat of tha letiar s an b e
smocrtac el of the cearsl] dasign of cur cEp's stabonery. This & an axampe 1
ol tha lypawrRlan farmet cn Sty Maliocary. & you can sea, &l the ysawril:
ban alaments are Mush lalt on the page. Fiking aligns with the
argin wiich i 17 wdige of the a Fermal a doub e apa:l
e e
futinr for mak prasests 8 vary desn and Business ke apseanance. & cordishent
Lypa writban style, a5 well 8 an amor-fres hetter, will communaabs an sage of
s Gty as vary orga erd
incaraly,
Bob Jonms
& &
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[ &

DEPARTMENTS - LOGO & VEHICLES

DEPARTMENT LOGOS

All departments have their names
printed in Round Rock blue, all caps
and flush left under the logo.

&
ROUND ROCK TEXAS

TRAMSPORTATION

VEHICLE DECALS

The City of Round Rock has many
wehicles in its fleet and each one
represents an opportunity to
expose the logo to & great number

of people every dey.

The logo and department names &re
reflective adhesive decals. It is impos-
sible to specify exact measurements
for applying the decals to everny type
af wehicle, since vehicles vary from
manufacburer to manufactuner and
from year to year. Howewver the decals
@ should be applied in accordance with @
these guidelines as closely as possible. —

The lego size decal for all vehicles
is 14" x 16" and displayed in the
two-color version or white for dark
wehicles.
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1] &

PROMOTIOMNAL ITEMS

GUIDELINES

Promotional items are important
reflections of The City of Round Rock's
identity. Each itern s & visual reminder
of aur arganization.

Follow these simple rules when

applying the logo to promotional items TEXAS

like shirts, mugs, hats and bags:

= Abways maintain the clesr area around
the logo.

= The logo must appear in one of the
approved color treatments and con-
fMigurations specified in this manual. Be
sure the background provides sufficient
contrast. e

Make sune all promotional ibems are in
good taste and quality.
= Abways use the reproducible artwork

or digital files labetad for promotional @
@ items. Obtain these files fram the Office @

of the Director of Communications. Do

not use photocophes for original artwork.

For embroidery purposes, the City has

chosen five color options. The logo may

be embroidered in blue and red, blue
only, red only, black only of white only.
Embroidered items should compliment

thread colors. —

ROUND ROCK TEXAS
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Q: | have a photocopy of the logo.
Can | give this to a vendor for
reproduction on to a b 7

Q@ | have imported the logo into my
wond processing document. Can |
il or red nr

A Mo, Under magnification photo-
copies have low guality. When
enlarging for purposes of display the
imperfections become obvious and
degrade the integrity of the logo.
Please obtain a reproduction logo
sheet or an Al (Hlustrator) digital file
from the office of the Director of
Communications.

Qi What is AIT

At stands for Adobe Hustratos.
Dencbted by the suffisc AL Ak &
file format typically created in a
wviector-based drewing program Hle
Corel Draw, Adobe lllustratonf and
Macromedia Freahand®. This digital
format is the best ehoice when
reproducing the loge for offset
printing of any other application.

Q: Then why do we need TIFF
digital files?

M TIFF stands for tag image

file format, denoted by the tif
suffix. Some word processors
cannot impoart the Al digital file,
5o TIFF files are provided. TIFF files
wiorks best for printed documents
in MS Office programs

A To maintain eonsistency only bawo
sizes are to be used for internal and
external comrmunication. They ane
2.57 in width for maximum size and
1" in width for minirmum size.

Q: | have imported a color logo into
my word processing do Can

Q: What color shirts do you
recommend for embroidering

the logoT

Ay Blue, red, khakd, white, lght blue
and denim are the best choleas.

W axpect the public to view these
eclors, with the appropriate logo, as
an integral part of our visual identity.

If you have any other questions
pertaining to this standards guide or

luse ity

Ar Yes. The two-coloned version can
be used intemnally for any literstune
printed to a color printer. For opti-
rrwm color results phease consult your
printers manusal. Word processors
shoubd mever be used bo outpul the
loge to film

Q: We want to have the logo em-
broidered on a dark-colored shirt.
‘Can we use the bwo-color logoT

A Mo, The two-color logo will not
offer suffickent contrast and will
diminksh the strength of our new
identity. The general rule of thumib
iz uze the white (reversed) logo for
anything dark and use the black or
blue and the two-color logo for

anything light in color.
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COPYRIGHT & TRADEMARK

The following copy should appear on
all cormnnur including
materials, Web sites, print ads and
interactive uses. The only exceptions
are internal communications.

COPYRIGHT

The copyright notice should include all
years of the creation of the material. For
example,

Current use:

€ Copyright 2014, City of Reund Rock, All
rights reserved.

Multi-year use:

€ Copyright 2002-2005, City of Round
Rock, All rights resensed.

TRADEMARK

Currently being imvestigated by the City of
Round Rock.
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CONTACT INFORMATION

CITY OF ROUND ROCK
Communications Director

= 221 East Main Street
ROUND ROCK TEXAS Reund Rock, Texas TEEES

(512) 218-5409
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— | Y T | @ (N 1T

ADDENDUM - LOGO SAMPLES

ROUND ROCK TEXAS

TRAMSFORTATION

MERCY YEW [F] 512218, 7094
Director [C] 5128074419

[F] $12.218. 7097
221 East Main Street = Round Rock, Texas 7TBEGS

goe = qov

_l | PO Bt S SO R 18 Te mmm| |_
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_ | T | [ | @ (N 1 | |
Mayor Councilmembers City Manager
}', Alan MeGraw Craig Morgan Steve Morwood
Jae Cliffard
ROUND ROCK TEXAS Mayor Pro-tem o Miaeman City Atarney
TRANSPORTATION Gennge Whibe Kris Whitfield Stephan L. Sheets
7
@& &

CITY OF ROUND ROCK 221 East Main Strest » Round Rock, Texas TE664
[P] 512.218.5409 « [F] 5122187097 « roundracktexes.gov

| | R Bt st S04 s B0 & mm-| |_
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EXHIBIT B
The City of Round Rock Logo

2
ROUND ROCK TEXAS
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