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INTRODUCTION

Alabama A&M University is seeking proposals from qualified vendors to produce its 
annual yearbook for three consecutive academic years:  2017-2018, 2018-2019, and 
2019-2020.  The agreement is renewable for the 2020-2021 academic year pursuant to 
the  awarded  vendor  successfully  meeting  established  deadlines  and  guidelines. 
Proposals received must be complete with all required documentation.  A total bid price 
must be provided on the Cost Proposal Sheet. The selected vendor must collaborate 
effectively with Alabama A&M University staff in the design, editing, proofing, technical 
support,  production of the yearbook,  and any other necessary tasks.   The awarded 
vendor must follow Federal and State of Alabama laws and Alabama A&M University 
policies and procedures throughout the duration of the contract.



GENERAL CONDITIONS & GUIDELINES

1. Requirements:   Alabama  Agricultural  and  Mechanical  University  (“AAMU”,  “the 
Awarding Authority”) must receive each vendor’s bid/proposal package by mail or hand 
delivered no later than 2:00 P.M. Central Time on the bid/proposal submission deadline, 
which will  also be the date  and time of the bid/proposal  opening.   Unless  otherwise 
noted, the bid/proposal opening will take place at:

Alabama Agricultural and Mechanical University
Purchasing Department
4900 Meridian Street

Patton Hall, Room 305
Normal, AL 35762

All bids/proposals received must be provided in a sealed envelope. (Ala. Code § 41-16-
54 (b))  A faxed or emailed bid/proposal does not meet the requirements of the statute 
because it is not sealed, and all such bids/proposals will be deemed ineligible for award. 
(Attorney General’s Opinion # 91-016)  

Mailed  sealed  bids/proposals  sent  to  the  Purchasing  Department  by logistics  carriers 
FedEx, DHL, or Airborne Express must be sent to the following address:

Alabama A&M University
Purchasing Department
4900 Meridian Street

Patton, Hall, Room 305
Normal, AL  35762

Mailed sealed bids/proposals sent to  the Purchasing Department  by the United States 
Postal Service (USPS) must be sent to the following address:

Alabama A&M University
Purchasing Department

P.O. Box 1627
Normal, AL  35762



2. Bid/Proposal  Preparation:   Alabama  Agricultural  and  Mechanical  University 
bid/proposal forms must be completed and returned as a part of the bid quote/proposal. 
Bids/proposals should be as thorough and detailed as possible so that AAMU may be able 
to properly evaluate a bidder’s capabilities to provide the required products or services. 
All bidders must send descriptive literature and/or manufacturer’s specifications along 
with any supplemental specifications necessary to compare the items bid/proposal with 
the  requirements  set  forth  in  the  bid/proposal  form.   All  bids/proposals  must  be 
submitted within a sealed package with the bid number, opening date and time, and 
bidder’s name and address clearly indicated on the envelope.  Bidders are required to 
submit all items required in the bid/proposal package.

An  authorized  representative  of  the  Bidding  Agency  shall  sign  ITB  bid/proposal 
documents.   All  information  requested  must  be  submitted.   Failure  to  submit  all 
information  requested  may  result  in  rejection  of  the  bid/proposal.   Mandatory 
requirements are those required by law or regulation or are  such that they cannot  be 
waived and are not subject to negotiation.

All supporting documentation submitted with the bid/proposal should be bound in that 
single volume.

Ownership  of  all  data,  materials,  and documentation  originated  and prepared  for  the 
University pursuant  to  the ITB shall  belong exclusively to  AAMU and be subject  to 
public review.  

3. Oral Presentation:  Bidders who submit a bid/proposal in response to this ITB/proposal 
may  be  required  to  give  an  oral  presentation  of  their  bid/proposal  to  the  Awarding 
Authority.   This  will  provide  an  opportunity  for  the  Bidding  Agency  to  clarify  or 
elaborate on the bid/proposal but will in no way change the original bid/proposal.  If an 
oral presentation is to be required, the Awarding Authority will schedule the time and 
location  of  these  presentations.   Oral  presentations  are  an  option  of  the  Awarding 
Authority and may not be required to be conducted.

4. Bid Bonds:  It is required for any contract exceeding $10,000 that the bidder submit with 
his or her bid a bid bond payable to Alabama A&M University in the amount not less 
than five percent (5%) of the base bid/proposal to not exceed $10,000.  Bid bonds must 
be  submitted  in  a  form  of  a  cashier’s  check,  certified  check,  postal  money  order, 
irrevocable letter of credit, or U.S. Treasury Notes in lieu of a bid bond.  No personal 
checks or company checks will be accepted.  If a bid bond, when required, is not included 
in a bid package, the bidder’s bid package will not receive further consideration.

5. Award:  Alabama Agricultural  and Mechanical  University (“AAMU”, “the Awarding 
Authority”) reserves the right to accept or to reject any or all bids/proposals and is not 
bound to accept the lowest bid if that bid is contrary to the best interests of the University. 
In making an award, intangible factors such as a bidder’s service, integrity, conformity 



with  specifications,  transportation  charges,  terms  of  delivery,  facilities,  equipment, 
reputation, and past performance history will be weighed along with the quality displayed 
in the samples submitted (Ala. Code § 41-16-57 (a)).  Bids may be awarded either item 
by item, in product groups, or all or none, whichever appears to be in the best interests of  
the University.  Selection shall be made of one bidder deemed to be fully qualified and 
best  suited  among  those  Bidders  that  submitted  bids/proposals  on  the  basis  of  the 
evaluation factors included in this ITB. Financial criteria shall be considered, but will not 
be  the  sole  determining  factor.   After  reviews  have  been  conducted,  the  Awarding 
Authority shall select the Bidding Agency which has made the best bid/proposal and shall 
award the bid/proposal to that Bidding Agency.  The Awarding Authority may cancel this 
ITB or reject any and all bids/proposals at any time prior to an award.  

A bid/proposal accepted in error as the lowest responsible bid/proposal is null and void 
and AAMU, upon discovery of the error, may accept the lowest bid/proposal and award 
the contract to that bidder. (Attorney General’s Opinion # 2002-071)  

Under Ala. Code § 41-16-57 (c), the Awarding Authority may consider lifecycle costs in 
making its determination of the lowest responsible bidder.  

Under  Ala.  Code  §  41-16-57  (b),  the  Awarding  Authority  shall  give  preference  to 
commodities produced in Alabama or sold by Alabama companies provided there is not a 
loss in price or quality.  However, when the lowest bidder is a foreign entity, meaning that 
the vendor does not have a place of business within the State of Alabama, AAMU may 
award the contract to an “in-state” responsible bidder if his or her bid/proposal is within 
ten percent (10%) of the foreign entity’s lowest responsible bid/proposal.  AAMU may 
also award the contract to any of the following “in-state” responsible Bidders that are 
within ten percent (10%) of the foreign entity lowest bidder:

A. A woman-owned enterprise

B. A small business enterprise

C. A minority-owned business enterprise

D. A veteran-owned business enterprise

E. A disadvantaged-owned business enterprise

If  an  “in-state”  vendor  is  not  within  ten  percent  (10%)  of  the  foreign  entity  lowest 
responsible bidder, the contract will be awarded to the foreign entity.

The Purchasing Department of the University is the only agency authorized to award a 
contract for the proposed purchases.  All pertinent State of Alabama purchasing codes and 
University policies and procedures apply.



6. Second  Lowest  Responsible  Bidder:   An  Awarding  Authority  can  award  the 
bid/proposal  to  the second lowest  responsible  bidder  if  the  lowest  responsible  bidder 
defaults  on  the  contract  after  the  award  has  been  made,  but  only  under  any  of  the 
following circumstances:

A. The lowest responsible bidder notifies the Awarding Authority in writing that he 
or she will no longer comply with the contract’s terms.

B. The Awarding Authority documents the default in writing.

The second lowest responsible bidder shall only receive the award given that he or she 
agrees to all the terms and conditions in the original bid/proposal.

7. Bid/proposal Withdrawal:  No bids/proposals may be withdrawn without approval from 
Alabama  Agricultural  and  Mechanical  University’s  Purchasing  Department.   Any 
requests for withdrawal must be in writing to the Purchasing Department within five (5) 
days after the bid/proposal opening date with justification or reason for the withdrawal. 
More than two (2) such requests could result in removal from our bid/proposal list.  No 
bid/proposal may be withdrawn after the issuance of a purchase order.  If a withdrawal is 
made after the purchase order is issued, the vendor will be considered in default.  Refer to 
“Default of Contractor.”

Alabama  Agricultural  and  Mechanical  University  may  remove  any  vendor  from the 
Bidders List after a vendor fails to respond to three consecutive Invitation to Bid/proposal 
(ITB) requests.

8. Bid/Proposal Rejection:  The Awarding Authority may reject any bid/proposal if  the 
price is deemed excessive or the quality of the product inferior.  (Ala. Code § 41-16-57 
(c))  In the event only one bidder responds to an invitation to bid/proposal, the Awarding 
Authority may reject the bid/proposal and negotiate the purchase or contract, provided 
that the negotiated price is lower than the bid/proposal price and there are no change in 
specifications. (Ala Code § 41-16-50 (a) and Attorney General’s Opinion # 98-140).  In 
the  event  only  one  bidder  responds  to  an  invitation  to  bid/proposal,  the  Awarding 
Authority may also advertise for and seek other competitive bids/proposals.  Where only 
one responsible and responsive bid/proposal is received, AAMU may only negotiate for a 
price lower than the single bid/proposal received.

9. Prices  and Payment  Terms:  Bidders  should  quote  applicable  cash discounts.   The 
University  will  not  take  into  consideration  in  the  bid/proposal  evaluation  any  cash 
discount of less than thirty (30) days of duration.  However, we will take advantage of all 
discounts  for  which  we  are  eligible.   Identify  these  discounts  in  your  bid/proposal 
response.  Bids/proposals containing “payment in advance” or “cash on delivery (COD)” 
requirements may be rejected.



10. Applicable Law:  It is agreed that this quotation is valid to the extent that it does not 
violate the constitution or the laws of the State of Alabama.  

Bidder represents and warrants that all article and services covered by this bid/proposal 
meet  or  exceed  the  safety  standards  established  and  promulgated  under  the  Federal, 
Occupational Safety and Health Act of 1970, No. 2006, and its regulations in effect or 
proposed as the date of this bid/proposal.

The furnishing of materials, supplies, equipment, or service to Alabama Agricultural and 
Mechanical University under this purchase order, contract, solicitation for bids/proposals, 
or  construction  specification  constitutes  assurance  by the  vendor or  contractor  of  his 
compliance  with  applicable  provisions  of  an  pertinent  regulations  promulgated  under 
Executive Order 11246, date September 28, 1965 issued by the President of the United 
States of America, and Public Law 88-352, 88th Congress, the “Civil Rights Act of 1964.”

11. Non-Collusion:  Any agreement or collusion among Bidders or prospective Bidders in 
restraint of freedom of competition, by agreement to bid/proposal at a fixed price or to 
retrain from bidding, or otherwise, shall render the bids/proposals of such Bidders void. 
Each bidder certifies that he has not been a party to such an agreement by signing this 
bid/proposal.

12. New  Products:   Unless  specifically  called  for  in  the  bid/proposal,  all  products  for 
purchase must be new, never previously used, and the current model and/or packaging. 
No  remanufactured  or  refurbished,  demonstrator,  used,  or  irregular  product  will  be 
considered  for  purchase  unless  otherwise  specified  in  the  bid/proposal.   The 
manufacturer’s  standard  warranty  will  apply  unless  otherwise  specified  in  the 
bid/proposal.  All requests should be supplied complete, ready to be installed, including 
all cabling and connectors, where applicable.

13. Bonds:  Bid/proposal and performance security bond, when required will be indicated.

14. Bid/Proposal Submission:  Failure to submit a bid/proposal on the official  Alabama 
Agricultural and Mechanical form provided for that purpose shall be a cause for rejection 
of the bid/proposal.  Return of the complete document is required.  Modification of or 
additions to any portion of the solicitation may be cause for rejection of the bid/proposal; 
however,  AAMU  reserves  the  right  to  decide,  on  a  case-by-case  basis,  in  its  sole 
discretion, whether or not to reject such a bid/proposal as non-responsive.

All  information  shall  be  typewritten  or  handwritten  in  the  appropriate  spaces  on  the 
forms.  Mistakes may be crossed out and corrections inserted before submission of your 
bid/proposal.  Corrections shall be initialed in ink by the person signing the bid/proposal.

All proposals must be submitted in a sealed envelope bearing on the outside the 
name and address of the vendor, proposal number, name of the project, and date.  



All  bids/proposals  must  be  signed.   Failure  to  do  so  will  result  in  rejection  of  the 
bid/proposal. 

15. Indemnification:   Vendor  agrees  to  indemnify  and  hold  harmless  Alabama  A&M 
University, its officers, agents, servants, employees, successors, and/or assigned from all 
liability, losses, claims, demands, actions, debts, and expenses of every name and nature 
for personal or bodily injury including any resulting in death, damage to property, and/or 
other injury of damage arising out of or as a consequence of its acts or omissions in 
performing  under  this  Agreement,  its  presence  on  the  University’s  premises,  or  the 
existence of this Agreement or any matter related hereto.  This indemnification agreement 
shall include all costs, including reasonable attorney’s fees and court costs, incurred by 
the University in connection with the defense against any such claim of liability.

16. Delivery:  Time of delivery shall be stated as the number of calendar days following 
receipt of the order by the vendor, to receipt of the goods by Alabama Agricultural and 
Mechanical University.

Delivery time may be a criterion in awarding bids/proposals.  Specify earliest possible 
delivery after receipt of order.  Failure to deliver within the time the vendor specified in 
the bid/proposal  will  constitute  a  default  and may cause cancellation of  the contract. 
Refer to “Default of Contractor.”

All prices quoted are to include Free on Board (F.O.B.) shipping to Alabama Agricultural 
and Mechanical University, Central Receiving Building, 453 Buchanan Way, Normal, AL 
35762 (unless another F.O.B. point is stated by the University on the bid/proposal form). 
The  successful  bidder  must  assume  all  responsibility  for  damage  in  transit.   When 
installation is required, it will be stated in the bid/proposal requirements.  If you are not 
quoting a delivered price, you must indicate your shipping provider / logistics carrier and 
all related transportation costs itemized in your bid/proposal for evaluation purposes.

17. Bid/Proposal Terms:  Bidders must show unit prices, extensions, and total price, where 
applicable.  In the event of a discrepancy between the unit price and the extension, the 
unit price shall govern.  Bids/proposals shall remain firm for a minimum of thirty (30) 
days from the date of bid/proposal opening and any exceptions must be clearly stated.

18. Bid/Proposal  Opening:  Bidders  may  attend  the  bid/proposal  opening,  but  no 
information or opinions concerning the ultimate award will be given at the bid/proposal 
opening or during the evaluation process.  After the public opening of this bid/proposal, 
the results will not be available to Bidders not attending the opening until after an award 
is made.

19. Bids/Proposals are Public Record:  All bids/proposals become a matter of public record 
at  bid/proposal  award.   Alabama  Agricultural  and  Mechanical  University  accepts  no 
responsibility  for  maintaining  confidentiality  of  any  information  submitted  with 
bid/proposal whether labeled confidential or not.



20. Standards of Quality:  When a material, article, or piece of equipment is identified in 
these  specifications  by  reference  to  manufacturer’s  or  vendor’s  name,  trade  name, 
catalog, and stock numbers, etc., it is intended merely to establish a standard; and, any 
material,  article  or  equipment  of  other  manufacturer  and  vendor  which  will  perform 
equally  the  duties  imposed  by  the  general  design,  provided  the  material,  article,  or 
equipment proposed, is in the opinion of the Purchasing Agent of equal substance and 
function.  It shall not be purchased or installed by the contractor without the Purchasing 
Agents’ written approval.

The bidder is responsible to clearly and specifically indicate the product being offered 
and to provide sufficient descriptive literature, catalog cuts and technical detail to enable 
AAMU to determine if the product offered meets the requirements of the Invitation to 
Bid/proposal  (ITB).   Normally  in  competitive  sealed  bidding  only  the  information 
furnished with the bid/proposal will be considered in the evaluation.  Failure to furnish 
adequate  data  for  evaluation  purposes  may  result  in  declaring  a  bid/proposal  non-
responsive.  Unless the bidder clearly indicates in its bid/proposal that the product offered 
is  an “Equal” product,  such bid/proposal  will  be considered to offer  the brand name 
product  referenced  in  the  invitation.   References  to  manufacturers,  suppliers,  catalog 
numbers,  etc.  are  intended  to  establish  quality  standards  and  does  not  exclude 
bids/proposals from others as long as quality standards are met.  Offers of equal items 
must  state  the  brand  and  quality  standard.   Alabama  Agricultural  and  Mechanical 
University will be the sole judge of Equal items bid.

21. Vendor Authorization:  Vendor must be an authorized distributor/agent to sell products 
proposed in this bid/proposal request.  When it is deemed to be in the best interest of the 
University, the Purchasing Department may request an on-site premise visit to examine 
the facility.

22. Default of Contractor:  Where the University has determined the contractor to be in 
default,  the  University reserves  the  right  to  purchase  any or  all  products  or  services 
covered by the contract on the open market and to charge the contractor with cost in 
excess of the contract price.  Until such assessed charges have been paid, no subsequent 
bid/proposal from the defaulting contractor will be considered.

23. Fiscal  Funding  Clause:  The  continuation  of  this  contract  is  contingent  upon  the 
appropriation of funds to fulfill the requirements of the contract by the legislature.  If the 
legislature fails to appropriate sufficient monies to provide the continuation of a contract, 
the contract shall terminate on the date of the beginning of the first fiscal year for which 
funds are not appropriated.

24. Contract Cancellation:  The Purchasing Department has the right to cancel any contract, 
in  accordance  with  Purchasing  Rules  and  Regulations,  for  cause,  including,  but  not 
limited to, the following:  (1) failure to deliver within the agreed upon contract duration; 
(2) failure of the product or service to meet specifications, conform to sample quality, or 
to  be delivered in  good condition;  (3)  misrepresentation by the contractor;  (4)  fraud, 



collusion, conspiracy, or other unlawful means of obtaining any contract with the state; 
(5) conflict of contract provisions with constitutional or statutory provisions of state or 
federal law; and (6) any other breach of contract.

25. Warranties:  Should  merchandise  described  on  this  bid/proposal  contain  a 
manufacturer’s warranty, Bidders must state the warranty terms in the space provided on 
the bid/proposal.  Bids/proposals offered for merchandise when no warranty applies must 
clearly state:  “NO WARRANTY COVERAGE.”  Warranty information may be criteria 
in making this award.  Failure of Bidders to furnish this data may cause rejection of the 
complete bid/proposal as being non-responsive.

26. Disclosure Statement:  The successful bidder will be required to file with the Purchasing 
Department  a  disclosure  statement  of  relationship  between  contractors/grantees  and 
employees/officials of the University.  This form must be completed prior to issuance of 
the Purchase Order by Alabama Agricultural and Mechanical University.



PROPOSAL REQUIREMENTS

1. PROPOSAL REQUIREMENTS

Each vendor is expected to submit a fully detailed proposal that adequately describes the 
advantages and benefits, which the University would realize by acceptance of its proposal. 
The response to this RFP shall consist of the following tabbed sections:

• Letter of Transmittal

• Executive Summary

• Corporate Background and Experience

• Project Staffing and Organization

• Technical Approach

• Cost Proposal and Execution of Proposal

• Financial Reports

• Additional Information and Attachments, as required

A. Letter of Transmittal:  The letter of transmittal shall consist of the proposal cover 
letter  highlighting  the  contents  of  this  proposal,  and  bearing  the  authorized 
representative’s  signature.   It  should  include  an  introduction  of  the  vendor’s 
company, the name, address, telephone number, and fax number of the person to be 
contacted along with others who are authorized to represent the company in dealing 
with this RFP.  

B. Executive  Summary:  An  executive  summary  will  briefly  describe  the  vendor’s 
approach  and  clearly  indicate  any  options,  alternatives,  or  enhancements  being 
proposed.  It should also indicate any major requirements that cannot be met by the 
vendor.  Alabama A&M University will assume fully compliance with all specifications 
herein if no exception is taken.  Any award made by the University hereunder shall  
bind the vendor to the terms, conditions, and specifications set forth in this Request  
for Proposal.  Vendors whose proposals do not conform to said terms, conditions,  
and specifications should so note in their response to this section.  No exemptions 
will be considered to have been taken by a vendor unless it is properly set out as 
provided above.



C. Corporate Background and Experience.  This section shall include background 
information on the organization and should give details of experience with similar 
projects.   A  list  of  three  references  (including  contact  persons  and  telephone 
numbers) for whom similar work has been performed shall be included.

D. Project  Staffing  and  Organization.  This  section  must  include  the  proposed 
staffing, deployment, and organization of personnel to be assigned to this project.  

The vendor shall provide information as to the qualifications and experience of all 
executive, managerial, legal, and professional personnel to be directly assigned to 
this  project,  citing  experience  with  similar  projects,  credentials,  and  the 
responsibilities to be assigned to each person.

E. Technical Approach:  This section shall include, in narrative, outline, and/or graphic 
form  the  vendor’s  approach  to  accomplishing  the  tasks  outlined  in  the  Project 
Specifications.  The vendor must demonstrate their ability to meet all specifications 
as outlined in the Project Specifications.

F.  Cost Proposal and Execution of Proposal:  The Cost Proposal must be submitted 
on the “COST PROPOSAL SHEET” with all required information provided.  Complete 
the  “EXECUTION  OF  PROPOSAL,”  which  must  be  signed  by  the  Vendor’s 
Representative.

G. Financial  Reports:  Furnish a current  audited financial  report  for  the company’s 
most recent fiscal year.

H. Vendor’s Standard Form of Agreement:  If the University will be required to sign 
the vendor’s standard form of agreement, it MUST be submitted with your proposal 
for  review by University Legal  Counsel.   Proposals  that  are  contingent  upon the 
University’s  acceptance  of  the  vendor’s  terms  and  conditions  may  be  at  a 
competitive disadvantage in the evaluation process.  Further, if the University cannot 
accept the vendor’s terms and conditions, the University may reject such proposals 
as non-responsive.  

I. Additional Information and attachments, if any.

J. COST PROPOSAL [Attached.]

K. EXECUTION OF PROPOSAL

By submitting this proposal, the potential vendor certifies the following:

A. This proposal is signed by an authorized representative of the firm.

B. The  cost  and  availability  of  all  equipment,  materials,  and  supplies  associated  with 
performing the services described herein have been determined and included in  the 
proposed costs.

C. The potential vendor has read and understands the conditions set forth in this RFP, and 
agrees to them with no exceptions.





awarded prior to that time, the 30 day period is requested to allow for unforeseen 
delays.

G. Right to Submitted Materials:  All responses, inquiries, or correspondence relating to 
or in reference to the RFP and other reports, charts, displays, schedules, exhibits, 
and other documentation submitted by the vendor shall become the property of the 
University when received.

H. Vendor’s  Representative:   Each vendor  shall  submit  with  its  proposal  the  name, 
address, and telephone number of the person(s) with authority to bind the firm and 
answer questions or provide clarification concerning the firm’s proposal.

I. Subcontracting:  Vendor is not authorized to subcontract any portion of the work.

3. Contractual Terms and Conditions

A. Governing Law

This contract is made under and shall be governed and construed in accordance with 
the laws of the State of Alabama.

B. Situs

The place of this contract, its situs and form, shall be Alabama, where all matters, 
whether  sounding  in  contract  or  tort,  relating  to  its  validity,  construction, 
interpretation, and enforcement shall be determined.

C. Standard of Performance

The Vendor shall give its best effort to the performance of its undertaking under this 
contract,  shall  perform all  services  to  be provided hereunder  consistent  with  the 
highest standards of care, skill, and diligence, and shall employ sound, business-like, 
effective, and exemplary practices.

D. Interest of Vendor

The Vendor covenants that it presently has no interest, director indirect, which would 
conflict in any manner or degree with the performance of its services hereunder.  The 
Vendor further covenants that in the performance of this proposal no such person 
having such interest shall be employed or engaged.

E. Key Personnel

The Vendor shall not substitute key personnel assigned to the performance of this 
contract  without  prior  written  approval  by  the  Director  of  Purchasing  or  the 
department of the University where the services or products are being utilized.  The 
individuals  designated  as  key  personnel  for  purposes  of  this  contract  are  those 
specified in the Vendor’s proposal.

F. Force Majeure 

The  Vendor  shall  notify  the  University  promptly  of  any  material  delay  in  the 
performance of the work specified and shall state in writing the revised performance 
date as soon as practicable after the notice of delay.  Neither party shall not be liable 



for delays in performance unavoidably caused by circumstances beyond its control, 
such as labor disputes, civil disorders, acts of war, acts of God, governmental action, 
etc., but it will be liable for all other delays, including specifically that caused by its 
own fault or negligence.

a. In case of default by the Vendor, Alabama A&M University may procure the 
services from other sources and hold the Vendor responsible for any excess 
cost occurred thereby.  The University reserves the right to require bid bonds 
or other acceptable guarantees from the successful vendor without expense 
to the University.  Upon entering of a judgment of bankruptcy of insolvency by 
or against the Vendor, the University may terminate this contract for cause.

G. Termination

 If either party shall be in material breach of a provision of this agreement and such 
breach shall not be cured within sixty (60) days after receipt of written notice thereof, 
then, in addition to all other remedies available to it, the non-breaching party may 
elect to terminate this agreement.  Notwithstanding the foregoing, neither party shall 
be considered to have breached a provision hereof if a performance is prevented or 
delayed by act of God or other circumstance beyond a party’s reasonable control.

H. Contract Rights Upon Termination

In the event of a termination of this proposal by the University, Vendor shall have 
ninety (90)  days  from the date  of  termination  to  transfer  all  data  stored in  their 
systems to Alabama A&M University.

I. Conduct on Premises

The Vendor agrees that all persons working for or on its behalf whose duties bring 
them upon the University’s premises shall obey all applicable rules and regulations 
established by the University and shall comply with the reasonable directions of the 
University’s officers.

The Vendor shall be responsible for the acts of its employees and agents while on 
the University’s  premises  and  for  all  injury  to  persons and damages to  property 
located on University premises caused by its employees and agents.  Accordingly, 
the  Vendor  agrees  to  take  all  necessary  measures  to  prevent  such  injury  and 
damage.  The Vendor shall promptly repair, to the specifications of the University’s 
Facilities Director, any damage that it, or its employees or agents may cause to the 
University’s  premises or  equipment.   In  the event  the Vendor  fails  to  do so,  the 
University may repair such damage and the Vendor shall reimburse the University 
promptly for the cost of the repair.

The Vendor agrees that, in the event of an accident of any kind on the University’s 
premises involving any of its employees or agents, the Vendor will immediately notify 
the Director of Human Resources, and thereafter furnish a full written report of such 
accident.

J. Care of Property



The Vendor agrees that it shall be responsible for the proper custody and care of any 
property furnished it for use in connection with the performance of the contract or 
purchased by it for the contract and will reimburse Alabama A&M University for loss 
of damage of such property.

K. Compliance with Law

The Vendor shall  comply with all  laws,  ordinances, codes,  rules, regulations, and 
licensing requirements that are applicable to the conduct of its business, including 
those of federal, state, and local agencies having jurisdiction and/or authority.

L. Non-discrimination

Operator  agrees that  it  shall  not,  with  respect  to  any  activity  carried  out  on  the 
premises of  the University or  relating in  any way to the agreement,  discriminate 
unlawfully against any person on the basis of race, color, national origin, religion, 
sex,  age,  disability,  or  handicap.   The  equal  opportunity  clauses  required  under 
Executive Order 11246 and regulations issued thereunder are made a part of the 
agreement by reference.

M. Insurance

The Vendor is only responsible for general property risks of accidental loss to the 
building, and/or other equipment or furnishings owned by the University and provided 
to the Vendor under the contract, except when caused by Vendor negligence.

N. Entire Agreement

This proposal and any documents incorporated specifically by reference represent 
the entire agreement  between the parties and supersede all  prior  oral  or  written 
statements or agreements.  This Request for Proposals, any addenda thereto, and 
the Vendor’s proposal are incorporated by reference as though set forth verbatim.

All  requirements,  terms,  conditions,  provisions,  representations,  guarantees,  and 
warranties contained herein shall survive the contract expiration or termination date 
unless specifically provided otherwise herein, or unless superseded by applicable 
Federal or State statutes of limitation.

O. Amendments

This  proposal  may  be  amended  only  by  written  amendments  duly  executed  by 
Alabama A&M University and the Vendor.

P. Request for Proposal

Vendors must be aware that this is a request for offers, not a request to contract, and 
Alabama A&M University reserves the right to reject any and all proposals when such 
rejection is deemed to be in the best interests of the University.



BID BONDS

It is required for any contract exceeding $10,000, that the bidder submits with his or her bid a 
Bid Bond payable to Alabama A&M University in the amount not less than five percent (5%) of 
the base bid or not to exceed $10,000.  Bids Bonds must be submitted in a form of a cashier’s 
check, certified check, postal money order, irrevocable letter of credit, or U.S. treasury notes in 
lieu of a Bid Bond.  No personal checks or company checks will be accepted.  It is at the buyer’s  
discretion on whether or not to require Bid Bonds for all other bids.  Any bid package that does 
not include a Bid Bond will not receive further consideration.

A Bid Bond remains in effect until  the service or job is  completed.  The Bid Bonds of  
unsuccessful bidders will be returned to the earlier of sixty (60) days after bid award has 
been  made  or  once  the  awarded  bidder  successfully  fulfills  the  first  purchase  order 
received.



Alabama
AS{M
UI\TIVERSITY

Purchasing Department
P. O. Box 1627

Normal,Alabama 35762
(256) 372-5227 Office

(256\ 372-5223 Fax

Certification Pursuant To Act No. 2006-557

The following statement is applicable to all Requests for Formal Bid and Contracts
for Professional Services that are required on all taxable sales and leases into
Alabama:

Alabama Law (Section 4l-4-l16, Code of Alabama 1975) provides that every bid
submitted and contract executed shall contain a certification that the vendor,
contractor, and all of its affiiiates that make sales for delivery into Alabama or
leases for use in Alabama are registered, collecting, and remitting Alabama state

and local sales, use, andlor lease tax on all taxable sales and leases into Alabama.

By submitting this bid, the bidder is hereby certifying thut they ure infull
compliunce with Act IYo. 2006-557, they are not barred from bidding or entering
into a contract pursuant to 4l-4-1 16, and acknowledges that the awarding authority
may declare the contract void if the certification is false.



 

 Contractor’s E-Verify Clause and Affidavit 
Effective immediately, this notice shall be included in all Requests for Proposals (RFPs) or 
Invitations to Bid to provide labor, supplies, or services for Alabama A&M University pursuant to 
contracts to be signed on or after January 1, 2012.  
 

E-VERIFY – NOTICE (RFP) 
The Beason-Hammon Alabama Taxpayer and Citizen Protection Act, Act No. 2011-535, Code of 
Alabama (1975) § 31-13-1 through 31-13-30” (also known as and hereinafter referred to as “ the 

Alabama Immigration Act”) is applicable to contracts with Alabama A&M University (the 

“University”). As a condition for the award of a contract and as a term and condition of the contract 

with the University, in accordance with § 31-13-9 (a) of the Alabama Immigration Act, any business 
entity or employer that employs one or more employees shall not knowingly employ, hire for 
employment, or continue to employ an unauthorized alien and shall attest to such by sworn affidavit 
signed before a notary. Such business entity or employer shall provide a copy of such affidavit to the 
University as part of its bid or proposal for the contract along with documentation establishing that 
the business entity or employer is enrolled in the E-Verify program. The required affidavit form is 
included at the end of this notice. A response to this RFP/Invitation which does not include the 
required affidavit and proof of E-Verify enrollment will be considered non-conforming and non-
responsive. The University at its sole discretion may allow a reasonable period, not to exceed ten 
(10) business days, for non-conforming bids to be amended to comply with the Alabama 
Immigration Act. However, the University has no duty to alert any bidder that their response is 
non-conforming in any aspect. 
 
At the time of execution of the awarded contract, the contractor will be required to execute 
another affidavit in substantially the same form. In addition, during the performance of the 
contract, such contracting business entity or employer shall continue to participate in the E-Verify 
program and shall verify every employee that is required to be verified according to the applicable 
federal rules and regulations. The contracting business entity or employer shall assure and require 
that every subcontractor performing under the contract shall also comply with §31-13-9(c), and the 
contracting business entity or employer shall maintain records that are available upon request by 
the University, state authorities, or law enforcement to verify its compliance and the compliance of 
all subcontractors with the requirements of the Alabama Immigration Act. Failure to comply with 
these requirements may result in breach of contract, termination of the contract or subcontract, 
and possibly suspension or revocation of business licenses and permits in accordance with §31-13-9 
(e) (1) & (2) or in the case of a subcontractor, in accordance with §31-13- 9 (f) (1) & (2).  





Section 41-4-116

Taxation on sales and leases of tangiLrle personal properfy to state agency'

(a) For t)re purpose of this division, the following terms shall have the respecttve
meanings ascribed by this section:

(i) AFFILIATE. A reiated pa-rty as defined in subsection (b) of Section 40-23-190 as that
provision exists on January 1,2004.

(2) STATE DEPARTMENT or AGENCY. Every state office, deparlrnent, divisjon, bureau,
board, or commission of the State of Alabama.

(b) A stare department or agency may not contract for the purchase or lease of tangible
personal property from a vendor, contractor. or an affiliate ofa vendor or contractor, unless
that vendor-, contractor, and all of its affiliates tl-rat make sales for delivery into Alabama or
leases for use in Alabanra are properly registered, collecting, and remjtting Alabama, state,
and local sales, use, and lease tax, as provided fol by Chapter 12, Arlicle 4, and Chapter 23,
Ar-ticles 1 and2 of Titie 40 or by anv local act or ordinance.

(c) Each vendor, contractor, or affiliate of a vendor or contractor that is offered a contract to
do business wrth a state department or state agency shail be required to certify that the vendor
or affiliate is appropriately registered to collect and remit sales, use, and lease tax as required
by this section and submit to that state denartmenr nruoFn.\/ certjfication required by tire
Alabanta Department of Revenue.

(d) Every bid submitted and contract executed by the state shall contain a certificatron by the
bidder or contractor that the bidder or contractor is not barred from bidding for or ellterlng
into a contract under this section and that the bidder or contractor acknowledges that the
contracttng state agency may declare the contract void if the certification compJeted rs false.

(e) Each vendor or contractor that sells or leases tangible personal property ro a state
department or agency, and each affiliate of that vendor or contractor that makes sales fordelrvery into Alabama, shall be required to collect and remit lhe Alabama sale s, use , or leasetax on all its sales and leases into the state.
(Act 2006-557, p. I2BI, gt.)





Alabama A&M University "Amuite" 

YEARBOOK SPECIFICATIONS & REQUIREMENTS

Basic Specifications:

Quantity: 1500 Copies

Pages: 250 (Full color)

Size: 9 x 12 (trim size)

Base Price:

Size: 9 x 12 trim size, 250 full color pages, 1500 copies

Overrun charges, Federal Express charges on page shipments, Artwork color changes 

The size of the yearbook with the options required below should generate one bid price to be used for evaluation  

purposes.  Also, provide the fees for overrun charges, Federal Express charges on page shipments, artwork color 

changes, etc. in an itemized list.

Agreement Terms:

The agreement is to be awarded for three consecutive academic years, 2017-2018, 2018-2019, and 2019-2020 with a 

fourth year option for the 2020-2021 academic year to be exercised at Alabama A&M University’s sole discretion based on 

the vendor's ability to meet basic deadlines and guidelines during the production process.  Award for the fourth year 

option will be communicated to the vendor through an official letter from Alabama A&M University.  Alabama A&M 

University reserves the right to terminate the agreement for cause or convenience with thirty (30) days written 

notice to the vendor.

Cover: Mixture of hot foil and embossing application

The cover will be furnished by the customer with technical assistance from the printer. Any unique die may require a 

special quote. Any special die charges must be approved by the University before production continues. The cover 

design with be front, back, and spine. The cover board must be 120-point tempered binders' board. The vendor 

shall supply a proof of the cover for approval before printing.

Binding:

Books shall be Smyth-sewn with bookbinders pre-stretched nylon thread. 

Endsheets:

The endsheets shall be 90 pound weight minimum unprinted on maroon and white kraft colored paper of equal  

quality. Any changes to the endsheets must be approved by the University before printing.

Inside paper stock:  



The inside paperstock shall be 80 pound weight and equal to or better than Monarch white enamel or matte coat. 

Stock is at the discretion of the staff at no cost. Both matte and gloss paper can be used throughout the book at no 

additional cost.

Color:

Pages will be in full color.

Deadlines:

Proof and Delivery Deadlines shall be established upon mutual agreement between the University and vendor. 

Delivery:

NOTE: Expected delivery dates are as follows: 

2017-2018 Yearbook: Delivery Date: April 16, 2018 

2018-2019 Yearbook: Delivery Date: April 15, 2019 

2019-2020 Yearbook:  Delivery Date:  April 20, 2020

Yearbooks shall be delivered on a date mutually agreed upon by the Editor-in-Chief, advisor, and vendor. Any changes in 

delivery, after a firm date has been established, must be agreed upon by both the Director of Student Activities and the 

vendor. Yearbooks must be delivered within 28 days after return of final proofs by the yearbook advisor.

Shipping:

Books will be shipped to the Property Management Division of Alabama A&M University for delivery to the Office of 

Student Activities.  

The address of Alabama A&M University’s Property Management Division is:

Alabama A&M University

Property Management Central Receiving

453 Buchanan Way

Normal, AL  35762

Proof: Adobe PageMaker or Indesign software (Indextext files) Digital files

1. Color pages must be both on paper and on CD, showing all pictures, copy, and graphics, in place.

2. Photos must be able to be enlarged and reduced on the CD or on-line at no charge.

3. Bidder must provide all proofs correction charges associated with the process.

4. Bidder must provide actual proofs correction charges that apply.

5. Proofs on CD must be actual company working files with compatible software. Once the page(s) have been verified 

by the plant, it must go straight into production, with no further correction by the plant.

Demonstrate:









Vendor Disclosure Statement lnformation and lnstructions

Act 2001-955 requires the disclosure statement to be completed and filed with all proposals, bids, contracts, or
grant proposals to the State of Alabama in excess of $5,000. The disclosure statement is not required for
contracts for gas, water, and electric services where no competition exits, or where rates are fixed by law or
ordinance. In circumstances where a contract is awarded by competitive bid, the disclosure statement shall be
required only from the person receiving ihe contract and shall be submitted within ten ('10) days of the award.

A copy of the disclosure statement shall be filed with the awarding entity and the Department of Examiners of
Public Accounts and if ii pertains to a state conbact, a copy shall be submitted to the Contract Review
Permanent Legislative Oversight Committee. The address for the Department of Examiners of Public Accounts
is as follows: 50 N. Ripley Street, Room 3201, Montgomery, Alabama 36130-2101. lf the disclosure statement
is filed with a contraci, the awarding entity should include a copy with the contract when it is presented to the
Contract Review Permanent Legislative Oversight Committee.

The State of Alabama shall not enter into any contract or appropriate any public funds with any person who
refuses to provide information required by Act 2001-955.

Pursuant to Act 2001-955, any person who knowingly provides misleading or ineorrect information on the
disclosurestatementshall besubjecttoacivil penaltyof tenpercent(10olo) of theamountof thetransaction, not
to exceed $ 10,000.00. Also, the contract or grant shall be voidable by the awarding entity.

Definitions as Provided in Act 2001-955

Family Member of a Public Employee - The spouse or a dependent of the public employee.

Family Member of a Public Official - The spouse, a dependent, an adult child and his or her spouse, a pafent,
a spouse's parents, a sibling and his or her spouse, of the public official.

Family Relationship - A person has a family relationship with a public official or public employee if the person
is a famrly member of the public official or public employee.

Person - An individual, firm, partnership, association, joint venture, cooperative, or corporation, or any other
group or combination acting in concert.

Public Official and Public Employee - These terms shall have the same meanings ascribed to them in
Sections 36-25-1(23) and 36-25-1(24), Code of Alabama 1975, (see below) except for the purposes of the
disclosure reguiremenis of this act, the terms shall only include persons in a position to influence the awarding
of a grant or contract who are affiliated with the awarding entity. Notwithstanding the frrregoing, these terms
shall also include the Governor, Lieutenant Governor, members of the cabinet of the Governor, and members of
the Legislature.

Section 36-25-1(23) Code of Alabama 1975, defines a public employee as any person employed at the state,
county or municipal level of government or their instrumentalities, rncluding governmental corporations and
authorities, but excluding employees of hospitals or other health care corporations including contract employees
of those hospitals or other health care corporations, who is paid ln whole or in part from state, county, or
municipal funds. For purposes of ihis chapter, a public employee does not include a person employed on a part-
time basis whose employment is limited to providing professional services other than lobbying, the
compensation for which constitutes less than 50 percent of the part{ime employee's income.

Section 36-25-1(24), Code of Alabama 1975, defines a public official as any person elected to public office,
whether or not that person has taken office, by the vote of the people at state, county, or municipal level of
government or their instrumentalities, including governmental corporations, and any person appointed to a
position at the state, county, or municipal level of government or their instrumentalities, including governmental
corporations. For purposes of this chapter, a public official includes the chairs and vice-chairs or the equivalent
offices of each state political party as defined in Section 17-16-2, Code of Alabama 1975.

Instructions

Complete all lines as indicated. lf an item does not apply, denote N/A (notapplicable). lf you cannot include
required information in the space provided, attach additional sheets as necessary.

The form must be signed, dated, and notarized prior to submission.







BID REQUIREMENTS CHECKLIST

All  proposals/bids  provided  to  Alabama  A&M  University  must  include  the  following 
information and meet the following provisions.  

Any  vendor  who  fails  to  provide  any  of  the  following  deliverables  may  be 
disqualified from further consideration.

1. Proposal delivered before or by designated deadline

2. Proposal delivered in a sealed envelope

3. Name and Address of Bidder outside of sealed envelope

4. Bid/Proposal Number outside of sealed envelope

5. State of Alabama Disclosure Statement (must be notarized and stamped)

6. Certification of Compliance with Section Nine of Act 2011-535

7. Bid Bond Check

8. E-Verify Proof of Enrollment Affidavit 1

9. E-Verify Proof of Enrollment Affidavit 2

10. W-9

11. Completed, Itemized Cost Proposal

12. Completed Execution of Proposal

13. Provide the deliverables required in the “Yearbook Specifications & 
Requirements” sheet under the Heading “Demonstrate” 

14. Answer the Yes/No Questions included in the “Yearbook Specifications & 
Requirements” sheet

15. Vendor Work Sample(s) provided for other educational institutions

16. Provide all deliverables outlined on the “Proposal Requirements” sheets

17. All proposal forms must be standalone and not be printed on the front/back of 
another form i.e. one-sided, single page copies.



INSTRUCTIONS UNIQUE TO THIS INVITATION TO BID (ITB)

1. The sealed bid package submission deadline is May 3, 2017 at 2:00 P.M. Central 
Standard  Time (CST).   Bids  not  received by that  time will  be  ineligible  from 
further consideration.  It shall not be sufficient to show that a bid was postmarked 
by or before the bid submission deadline.

2. The terms and conditions agreed upon in this RFP shall be honored throughout 
the duration of the contract to include the fourth academic year option in which 
Alabama A&M University has the sole discretion in exercising.

3. The total bid cost provided in this RFP is to be honored for each academic year 
outlined in the RFP, including the fourth academic year option in which Alabama 
A&M University has the sole discretion in exercising.

4. Please  type  RFP responses  directly  into  the  PDF you  have  been  provided. 
Handwritten responses are accepted but not preferred.  

5. This bid is being advertised by AL.com, the Huntsville Times newspaper, and 
mybidmatch.com.
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