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Division of Finance and Business Operations
	
	Procurement & Strategic Sourcing  

5700 Cass Avenue, suite 4200

Detroit, Michigan   48202

(313) 577-3734 

FAX (313) 577-3747





September 20, 2017
Dear Vendors:

Wayne State University invites you to submit information on production of Letterhead, Envelopes and Business Cards, for the University’s Marketing and Communications Department, per the specifications and requirements contained in this Request for Information, entitled: Letterhead, Envelopes and Business Cards.  Instructions to Vendors are as follows:

· Responses are to be on this request for Information only. Additional documents may be submitted; however, this form must be completed in full.

· Replies must be received by e-mail no later than 4:00 PM on
·  September 26, 2017.  
Documents may be obtained by vendors from the University Purchasing Web Site at http://go.wayne.edu/bids beginning September 21, 2017. When visiting the Web Site, click on the "Service" link in green.  If you are interested in participating in this process, you must submit your Information to the University Procurement & Strategic Sourcing by e-mail no later than September 26, 2017as follows:

E-mail a copy to ag5343@wayne.edu@wayne.edu and copy leiann.day@wayne.edu
Subject line: “(company name) RFI Letterhead, Envelopes and Business Cards Response”.
The electronic submission of information provided to the University should be limited to no more than one of each of the following file types:  1 Word Document and/or 1 Excel Workbook and/or 1 PDF document, with a total file size less than 20 megabytes.  

We look forward to receiving your Information on or before September 26, 2017.  Should you have any questions or concerns about this invitation, please contact me at (313) 577-3739 or by e-mail at ag5343@wayne.edu and copy Leiann Day at leiann.day@wayne.edu. 
Thank you for your interest in doing business with Wayne State University.

Sincerely,

Robin Watkins 

Buyer
Information for Vendors

The Calendar of Events is as follows:
	                  Activity____________                    
  
	   Responsibility ___    

	     Date____  



	Formal Release of RFI 


	Purchasing  (PD)


	September 20, 2017

	Questions due to the Procurement & Strategic Sourcing

	Vendors

	September 22, 2017, no later than 12:00 (noon)



	Delivery of Information by e-mail to:  ag5343@wayne.edu

	Vendors

	September 26, 2017
by 4:00 p. m.




Information Requested

Wayne State University, founded in 1868, is committed to preparing its students to excel in a fast-paced and interconnected global society. It combines the academic excellence of a major research university with the practical experiences of an institution whose history, location and diversity make it a microcosm of the world students will enter when they graduate.  The University is classified by the Carnegie Foundation for the Advancement of Teaching as RU/VH (Research University, Very High research activity), a distinction held by only 2.3 percent of institutions of higher education in the United States. It has 13 colleges and schools and offers more than 370 academic programs including bachelor’s, master’s and doctoral degrees; post-baccalaureate, graduate and specialist certificates; and three professional programs (http://wayne.edu/about/facts/).
Prior to the issuance of a formal Request for Proposal (RFP), the University is seeking information that will aid us in defining our requirements.  We want to better understand what is are available and will best meet our needs.  Information submitted as a result of this RFI will also help determine which vendors to include in any subsequent RFP.  Your company must respond to this RFI in order to be eligible to participate in the RFP process. The university reserves the right to make an award based solely on the information provided in the RFI.
Production of Letterhead, Envelopes and Business Cards.

Wayne State University (the UNIVERSITY) intends to establish a 3 year contract with a Single Supplier for the University’s print stationery needs across all departments.  Stationery includes business cards, letterheads, and envelopes used across the University.

The University estimates that across all departments, the University spends approximately $20K annually.  Vendors are encouraged to offer tiered volume rebates in the event that this number is exceeded on an annual basis.

The objective of this RFI is to identify and select a Single Supplier based on the supplier’s ability to serve Wayne State University’s stationery printing need.  The basis of the award includes, but is not limited to, the following criteria (in no particular order):

· Experience & References

· Pricing

· Product Quality

· Customer Service Quality/Delivery Time

· Equipment / Capabilities

· User friendliness of the website

· Other Criteria

For purpose of this RFI, please provide the following:

Vendors must provide printing quotes based on the specifications listed in Cost Schedule C, which is provided as a separate file in excel. Please submit your pricing in excel format.
I. Business Requirements:

1. Print jobs
2. Delivery to university’s central receiving
3. Online ordering and proofs

4. Customized store front with WSU logo

5. Custom WSU template for business cards; any deviations from template requires Marketing approval

6. All prices quoted are firm for the first year.
II. General Questions

1. What is your turn around time on the various print jobs: Letterhead, envelopes business cards?
2. Do you have online ordering capabilities?
3. Does your company agree to provide a minimum of 3 references to the University upon request, with specific contact names and phone numbers?

4. If awarded a contract, will your company provide a certificate of insurance to meet or exceed all our minimum requirements?

5. Does your company agree to enroll in our ACH payment program?

6. What are the total number of employees in your company?
7. What are the total number of years in business with this company name?
8. Did your company agree to guarantee to maintain a top priority for the UNIVERSITY?

Expenses for developing and presenting submittals shall be the entire responsibility of the Vendor and shall not be chargeable to the University.  All supporting documentation and manuals submitted with this request will become the property of the University unless otherwise requested by the Vendor, in writing, at the time of submission, and agreed to, in writing, by the University.

Vendor selected shall have an excellent track record for providing this type of service suitable for the size and scope the University needs as outlined and shall provide Wayne State University with a top priority commitment.  
Submittal Evaluation

Vendor responses will be reviewed by an evaluation team consisting of members of the University’s Procurement Department.  Procurement & Strategic Sourcing may subsequently request Vendors to make a presentation at a set time and date, to clarify information provided in the submittal.  A Request for Proposal (RFP) may be developed using the information provided by the Vendors who chose to participate in this RFI. 

This Request for Information (RFI) in no manner obligates the University to the eventual purchase of any products or services described, implied, or which may be proposed. The university reserves the right to make an award based solely on the information provided in the RFI.
Vendors must refrain from giving any reference to this program, whether in the form of press releases, brochures, photographic coverage, or verbal announcements, without specific written approval from the University.

Submittals are subject to public review.  Vendors responding to this RFI are cautioned not to include any proprietary information as part of their Submittal unless such proprietary information is carefully identified as such in writing, and the University accepts, in writing, the information as proprietary.
Proposals are limited to 15 pages total, one sided, and eleven (11) point font. (This is inclusive of all required documents and schedules and any optional material included at the discretion of the respondent, but tab sheets and the cover pages do not count in the overall document count.) 

You must email your responses to my attention at ag5343@wayne.edu and copy Leiann Day, Email:  leiann.day@wayne.edu.  When submitting your RFI, please use the following Subject Line to ensure your response is properly recorded:

E-mail a copy to ag5343@wayne.edu and copy Leiann.Day@wayne.edu 

Subject line: “(company name) RFI Letterhead, Envelopes and Business Cards Response”.
Remember, your submittal must be in the format provided and be received in the Procurement & Strategic Sourcing by September 26, 2017at 4:00 p.m.  Include any supplemental information that will illustrate your ability to provide additional services as proposed.  Late responses will not be accepted.   
If you have any questions regarding this bid, please contact Robin Watkins by email at ag5343@wayne.edu and copy Leiann Day at leiann.day@wayne.edu.
Sincerely,

Robin Watkins, Buyer
Attachment: 
· Schedule B -Insurance Requirements – 
· Schedule C –Cost Schedule Please submit separately in Excel format
Email your responses to Robin Watkins, at ag5343@wayne.edu (copy to Leiann Day, Email:  leiann.day@wayne.edu).  Remember, your response must be in the format provided and be received in the Purchasing Department by September 26, 2017 by 4:00 pm
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Schedule B - INSURANCE REQUIREMENTS (Rev 2-2015)
____________________________________________, at its sole expense, shall cause to be issued and maintained in full effect for the term of this agreement, insurance as set forth hereunder:







General Requirements

	

Type of Insurance
	
Minimum Requirement




	1.
Commercial General Liability (CGL) 
CGL insurance should be written on ISO 
form CG 00 01 (or equivalent substitute)

Contracts valued at $100,000 per year or more


	$1,000,000 combined single limit

$2,000,000 annual aggregate

Umbrella Liability per occurrence and in the annual aggregate of $5,000,000.



	2.
Commercial Automobile Liability 
(including hired and non-owned vehicles)
	$1,000,000 combined single limit per accident for bodily injury and property damage, without annual aggregate.



	3.
Workers' Compensation 
(Employers' Liability)
	Required by the State of Michigan and Employer’s Liability in the amount of 

$500,000 per accident for bodily injury or disease.


Maximum Acceptable Deductibles

 Type of Insurance


Deductible





Commercial General Liability


$5,000




Commercial Automobile Liability


 0




Workers' Compensation 


 0


Property - All Risk 


$1,000






Coverage

1.
All liability policies must be written on an occurrence form of coverage.






2.
Commercial General Liability (CGL) includes, but is not limited to: consumption or use of products, existence of equipment or machines on location, and contractual obligations to customers.






3.
The Board of Governors of Wayne State University shall be named as an additional insured, but only with respect to accidents arising out of said contract.

4. 
The additional insured provision shall contain a cross liability clause as follows: “The insurance afforded applies separately to each insured against whose claim is made or suit is brought, except with respects to the limits of the company’s liability.” 

5.
The insurance company for each line of insurance coverage will be reviewed and checked per the A.M. Best’s Key Rating Guide.  A rating of not less than “A-” is required






Certificates of Insurance

1.
Certificates of Insurance naming Wayne State University / Office of Risk Management as the certificate holder and stating the minimum required coverage must be forwarded to the Office of Risk Management to be verified and authenticated with the agent and/or insurance company.






2.
Certificates shall contain a statement from the insurer that, for this contract, the care, and custody or control exclusion is waived.






3.
Certificates shall be issued on a ACORD form or one containing the equivalent wording, and require giving WSU a thirty (30) day written notice of cancellation or material change prior to the normal expiration of coverage.




4.
Revised certificates must be forwarded to the Office of Risk Management thirty (30) days prior to the expiration of any insurance coverage listed on the original certificate, as follows:


Wayne State University


Office of Risk Management


5700 Cass Avenue, Suite 4622 AAB


Detroit, MI 48202

Specific Requirements- Individual contracts may require coverage in addition to the minimum general requirement such as, business interruption, higher limits and or blanket fidelity insurance.

Exception to the insurance requirements is to be approved, in writing, by the Office of Risk Management. Exceptions are determined by the type and nature of the contract and the individual contractor


