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DEEP ROOTS. BIG IDEAS.

REQUEST FOR PROPOSALS (RFP)
RFP 24-001

LIONS ROAR NEWSLETTER
PRODUCTION SERVICES

The City of Leon Valley (“City”) is seeking proposals from qualified and experienced parties
(“Vendor”) for printing, binding, and delivery of the City’s Lion’s Roar Newsletter. This bi-
monthly newsletter is an essential communication tool that keeps the City of Leon Valley’s
residents informed about city news, events, and important announcements.

The City is conducting a competitive solicitation process that includes evaluating and
recommending a Vendor for award. Prospective Vendors are invited to respond to this Request for
Proposals (“RFP”). Enclosed is the RFP packet, which outlines the following:

Background and Overview
Scope of Services
Proposal Requirements
Evaluation Criteria
Submission Instructions
Forms

S e

To ensure the proper processing of your proposal please submit a complete proposal to the
Community Relations Office at 6400 El Verde Rd, Leon Valley, TX 78238 by 2:00 p.m. on
Thursday, September 12, 2024. The City of Leon Valley reserves the right to reject any and all
responses.

Listed below are specific and anticipated dates and times of action related to this RFP. The actions with
specific dates must be completed as indicated unless otherwise changed.

Milestone Anticipated Timeline
RFP Issuance 8/8/2024

Pre-RFP Conference (non-mandatory) 8/22/2024

Proposals Due From Vendor 9/12/2024
Evaluation of Proposals 9/24/2024

Contract Award Date 10/24/2024
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Park Etiquette - Please Do Your Part!

Leon Valley's Raymond Rimkus Park is the place to be on the weekend,
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HB 3186 Texas Youth Diversion and Early Interve

On the heels of the 88th Legislative Session several bills were effective September 1st
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BACKGROUND AND OVERVIEW:

The City of Leon Valley has created and distributed a City Newsletter since the early 1960’s. This
publication has featured information regarding budget, City improvements, upcoming events, and general
municipal news within the City of Leon Valley.

Leon Valley is a home-rule, incorporated city with a 2020 census population of approximately 11,542. The
city encompasses approximately 3.4 square miles located in the northwest quadrant of Bexar County.

The Lion’s Roar is an educational, factual, and informative newsletter currently produced six times a
calendar year according to the outlined time schedule in this RFP. In an effort to reach every resident the
newsletter is mailed to every home within the limits of Leon Valley and a bulk amount is delivered to the
apartment complexes and City Hall. This contract begins with the December 2024/January 2025 edition of
the newsletter and ends with the October/November 2025 edition (with the option to renew for two additional
years).

The purpose of this RFP process is to select a qualified Vendor that provides the best value to the City for
the typesetting, printing, saddle stitching, and mail delivery of the Lions Roar Newsletter.

SCOPE OF SERVICES:

The newsletter is relatively similar for each coverage period and it is estimated that the majority of the issues
will be a maximum of twelve (12) pages. However, it is possible that the pages of each issue could vary
throughout the year as well, due to unknown or unpredictable content. The City shall provide articles,
information, images, branding artwork, and reserves the right to approve any additional artwork and graphics
from the Vendor for each newsletter edition. The criteria that may fluctuate include the following:
e The number of pages per issue;
e The quantity to be printed and mailed — based on new homeowners added to the mailing list and past
homeowners being removed; and
o The delivery date of the files to the printer — based on the timing of the receipt and/or confirmation
of information relevant to the content.

The completed folded, saddle stitched Lions Roar Newsletter is 8.5 x 11”. The quantity to be printed is
approximately 3,700 newsletters, six (6) times annually, for a total of approximately 22,200 newsletters.
Proposals should include price per edition, price per page (4, 6, 8, 12, or 16), and the price for each additional
“special edition”. Special editions may occur up to two (2) times per year and include any special important
City information for circulation. There shall be no additional charges for corrections and/or changes made
prior to final proof. After final proof has been approved by the City, any corrections made will be at the
City’s expense, unless it is an error made by the successful Vendor. Additional printing specifications are
below:

Finished Size: 8.5 x 11

Stock Description: Coated, White, 80#

Ink: 4-Color Process

Total Pages in Newsletter: Range 4, 8, 12, 16

Binding: Saddle-Stitching

Additional: Ship/Deliver Bulk Amount - 100 to City of Leon Valley, and 300 to the seven apartment
complexes within the city limits. (50 per complex)
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e Bi-monthly Newsletter Schedule:

Issue | Coverage Period: December — January
Issue II Coverage Period: February — March
Issue 111 Coverage Period: April — May

Issue IV Coverage Period: June — July

Issue V Coverage Period August — September
Issue VI Coverage Period October -November

A digital copy of each edition will be delivered to the City’s Community Relations Director via email to post
on the City’s website. Any delivery and freight charges are to be included in the proposal price.

The Vendor shall provide mailing services, which include processing mailing lists, filing necessary
paperwork with USPS, utilize and prepare address files through the NCOA system or equivalent to confirm
matches and remove duplicates, and provide best practice for postage delivery to afford the best and lowest
prices in the most expeditious delivery fashion possible.

Copies of previously issued newsletters are available on the City’s website or upon request:
https://www.leonvalleytexas.gov/relations/page/lions-roar-newsletter

Termination of Contract: The City of Leon Valley reserves the right to terminate the contract immediately
in the event the successful respondent:

1. Fails to complete project in a timely manner agreed upon by both parties;

2. Otherwise, fails to perform in accordance with this contract;

3. Becomes insolvent and/or files for protection under bankruptcy laws.

Such termination is in addition to and not in lieu of an other remedies that the City of Leon Valley may have
in law or equity. Respondent, in submitting this proposal, agrees that the City of Leon Valley shall not be
liable to prosecution for damages in the event that the City declares the respondent in default.

Termination for Convenience: The contract may be terminated, without penalty, by either party by providing
thirty (30) days’ written notice to the other party.

Proposal Format
To facilitate an accurate analysis of responses, Vendors will be required to submit proposals as outlined in
this section. Vendors not adhering to these instructions may be disqualified without further consideration.

1. Qualifications and Experience

e Provide a brief description and history of the company including current size.

e Include the names, qualifications, years of experience and other detailed background
information of the personnel directly involved in the proposed services.

e Discuss the company’s prior services experience in providing the proposed services to other
municipalities.

e Provide a list of municipalities, government, school districts, or higher education customer
contracts in Texas where printing services were provided.

e Provide a minimum of three (3) with a maximum of five (5) references for clients, preferably
governmental, school district, or non-profit agencies, for which you have provided this type of
service. Include the name of the agency, contact name, telephone numbers, email address,
date/length of contract, and a brief description of work.

2. Price Proposal
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All rates and fees must be listed on the proposal cost sheet. The city will not be responsible for
paying any fees not specifically listed.

The submitted proposal should not include any amount of sales or use taxes, or any other tax
form from which the Cit is exempt.

Identify and list all special services and identify charges pertaining to such services.

3. Samples

Provide a minimum of two (2) with a maximum of four (4) sample newsletters from production
jobs that were previously produced from clients that are similar to the printing requirements of
the City of Leon Valley.

4. Forms

Completed City of Leon Valley Texas Public Information Act.

Insurance Requirements: Proposer shall maintain, at his sole cost, at all times while performing
work hereunder, the insurance and bond coverage set forth below with companies satisfactory
to the Owner with full policy limits applying, but not less than stated. A certificate evidencing
the required insurance and specifically citing the indemnification provision set forth in the
Agreement shall be delivered to the Owner within fifteen (15) days after the Notice to Proceed
has been accepted by Contractor.

1. Workman’s Compensation Insurance as required by laws and regulations applicable
to and covering employees of Contract engaged in the performance of the work
under this agreement with a limit of not less than $1,000,000.00;

ii. Employers Liability Insurance protecting the Proposer against common law
liability, in the absence of statutory liability, for employee bodily injury arising out
of the master-servant relationship with a limit of not less than $100,000.00.

iii. Comprehensive General Liability Insurance including products/completed
operation with limits of liability of not less than: Bodily Injury $1,000,000.00 per
each person, $1,000,000.00 per each occurrence/$2,000,000.00 aggregate; Property
Damage $1,000,000.00 per each occurrence;

iv. Excess Liability Insurance Comprehensive General Liability, Comprehensive
Automobile Liability and coverages afforded by the policies above, with the
minimum limits of $5,000,000.00 excess of specified limits;

If required, provide a completed copy of the Conflict of Interests Questionnaire (Form CIQ).
This form is available online at: Form CIQ (Conflict of Interest Questionnaire) (state.tx.us)
CERTIFICATE OF INTERESTED PARTIES: Applies to all contracts that must be approved
by the City Council. In accordance with House Bill 1295, for certain contracts entered into on
or after January 1, 2016, the successful proposer must submit a Certificate of Interested Parties
(Form 1295) at the time the signed contract is submitted to the City. This applies to any contract
of any amount that must be approved by the City Council. Form 1295 must be filed
electronically with the Texas Ethics Commission using the online filing application located at:
1295.pdf (state.tx.us)

Proposal Evaluation Process

An evaluation committee will screen all proposals and rate all submitted responses. Evaluation ratings will
be on a 100-point scale, and Vendors selected for a short list may be invited to attend an interview at their
own expense. Any invitation for an oral presentation will be solely for the purpose of clarifying proposals
received from each qualifying Vendor and will not represent any decision on the part of the evaluation
committee as to the selection of a successful Vendor.

The City’s process is as follows:
City staff shall recommend an evaluation committee, which will be used to evaluate all proposals. The City
will evaluate all proposals based on the following criteria:
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Evaluation Criteria Value

Pricing — The firm’s proposed fees for the services requested. 35
Quality of Work and Services Offered — The firms’ 30
operational and capacity to perform services requested.

Qualifications and Experience — The firm’s experience and 20
capacity for providing printing services.

References — The firm’s past experience providing similar 15

services to municipalities, school districts, park districts,
libraries, non-profit, or other agencies.

Total Points 100

SUBMISSION REQUIREMENTS

For consideration, one (1) original and five (5) copies of your proposal must be submitted by 5:00 p.m. CST
on Thursday, September 12, 2024, and shall remain valid for a minimum of sixty (60) days. All proposals
must be labeled “RFP: Lions Roar Newsletter Production Services,” with the required forms and submitted
to:

Crystal Miranda, CPRP
Community Relations Director
City of Leon Valley
6400 El Verde Road
Leon Valley, TX 78238

Proposals received after this time will be returned unopened. The City of Leon Valley reserves the right to
reject any and all proposals.

A pre-proposal conference will be held on Thursday, August 22, 2024, at 2:00 p.m. in the City Council
Chambers at 6400 El Verde Road, Leon Valley, Texas. Any questions answered during the conference will
be posted as an addendum on the city website.

The City of Leon Valley will not be liable for any costs incurred by any respondent in preparation of a
submittal in response to this request, in conduct of a presentation, or any other activities related to the
response of this RFP.

Form 1295 must be filed electronically with the Texas Ethics Commission using the online filing application
located at: 1295.pdf (state.tx.us)

Conlflict of Interests Questionnaire (Form CIQ). This form is available online at: Form CIQ (Conflict of
Interest Questionnaire) (state.tx.us)
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Price Proposal Form

The Vendor is obligated to identify all proposed project costs on this form. In the event services are provided
at no additional cost, the time should be noted as, “No Charge.” Do not use, “To Be Determined,” or similar
annotations. The City is asking Vendor(s) to provide pricing for all desired outcomes with the understanding
that they may have to make assumptions.

Each issue will require approximately 3,700 copies to be printed. Please list prices based on the stated
specifications for 3,700 copies of the newsletter. The submitted proposal shall be stated as the total cost per
issue and shall apply to each issue for that contract year.

Edition size Year 1 Year 2 Year 3
16-page $ $ $
12-page $ $ $
8-page $ $ $
4-page $ $ $
Special Editions Year 1 Year 2 Year 3
4-page $ $ $
8-page $ $ $
12-page $ $ $

Price per additional 250 issues: $

Price per additional insert: $

Price per additional fee(s): $
(specify items and cost)
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