Housing Authority PHONE: (510) 747-4300
— of the — FAX: (510) 522-7848
City of Alameda TTY/TRS: 711

701 Atlantic Avenue e Alameda, California 94501-2161

REQUESTS FOR BIDS — PRINTING AND MAILING SERVICES

March 22, 2024

The Housing Authority of the City of Alameda (AHA) is requesting bids relating to local print services
on an as-needed basis. AHA outsources some of its professional print services work to vendors
selected through a competitive bid process. AHA encourages vendors to be certified by the
California Green Business Program as a Green Printer.

The AHA will require the ongoing provision of printed stationery products (e.g., letterhead,
envelopes, return envelopes), business cards, and door hangers. Regular and special printing and
mailing projects also may be requested. Issuance of a work order will be required for all such
projects.

SCOPE OF WORK

1) Contractor shall be able to provide high volume duplicating and/or offset printing. The participating
contractors shall have the capability to provide the following:

2)

a)
b)
c)

d)

Black and white photocopying (various sizes, weights, media, image types, duplexing and
finishes).

Printing and/or spot-color copying (various sizes, weights, media, image types, duplexing and
finishes).

Full-color digital printing and/or photocopying (various sizes, weights, media, image types,
duplexing and finishes).

Reproduction of engineering drawings (sizes up to 42 inches, various media types and
weights, 600 dpi minimum, postscript compatible and various image types).

The ability to print from electronic files via digital interface.

Binding and finishing, including specialized finishing (foam core mounting, laminating)

Print from various electronic file formats such as Acrobat, lllustrator, PageMaker, Publisher,
Word, etc.

Contractor Requirements:

a)
b)

c)
d)

e)

Contractor shall provide all labor, supplies and materials to perform all print-related services.
Contractor shall manufacture, deliver and invoice materials per orders placed by the AHA
departments and agencies.

Contractor shall be able to provide overtime and fill weekend and holiday printing requests, on
an as-needed basis, for AHA rush printing and binding orders.

Contractor shall produce exact copies of quality equal to original camera-ready copy in the
most cost-effective manner acceptable.

Contractor shall provide proofs of all new printed or copied revised forms within a time frame
that is agreed upon in writing by AHA customers. Prior to printing, it is the responsibility of the
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3)

f)

9)
h)

Contractor(s) to obtain proof approvals from the AHA customers by email or AHA preferred
method.

All artwork, camera-ready copies (CRC), negatives, dies, photos, printing plates, digital files,
inventoried forms, and similar materials used to produce a printing job shall become the
exclusive property of the AHA.

Any furnished materials shall remain the property of the AHA.

At the request of the department, all such items and materials shall be delivered to the
ordering AHA customer in usable condition after completion of the work and prior to
submission of an invoice for payment.

Regular and Special Projects:

a)
b)
c)
d)
e)
f)
9)
h)

)

)
K)

Calendar - printing and mailing

Newsletter — printing and mailing

Annual Report - printing and mailing

Application for Housing Assistance Waiting List

Announcement for Waiting List opening

Rental Advertising Brochures

Prepare graphic artwork for the AHA's logo for stationery and other products.

Replicate and print all items as directed (e.g., letterhead, envelopes, return envelopes, window
envelopes, business cards, calendar, annual report)

Process and mail items as directed (e.g., newsletters, calendar, annual report). Provide collation
services (e.g. collating survey results, spreadsheets of returned mail etc.)

Perform quality assurance during all aspects of the printing and mailing process.

Coordinate with AHA staff on all printing, mailing, and quality assurance.

COST OF PROPOSED SERVICES

Provide fees for the items listed below. These items, their descriptions, and the quantities are
examples only based upon experience. Please provide additional supplies and service information if

available.

ITEM DESCRIPTION QUANTITY
Graphic Artwork Replicate AHA Logo One
Printing

Letterhead 8.5" X 11" White with One Color printing | 2 Boxes 500
15 Boxes
Envelope #10 with AHA Logo White with One Color printing 500
15 Boxes
Envelope #10 with AHA Logo White with One Color printing 500
Envelone #9 with AHA name and 10 Boxes
P address White with One Color printing 500
Envelone #9 with AHA name and 10 Boxes
P address Above plus Prepaid 500
AHA Logo, Name, Title,

. Address, Phone Numbers, : . _

Business Cards Email Address, Website White with One Color printing | 5 Boxes 500
Address
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Door Hangers

"While you were out...."
message from AHA
Maintenance Department

Bright colored paper, black
lettering

500 per year

Printing and Mailing

Annual Report

8 pages 8.5" X 11"

Full color, statewide
distribution

250 per year

limits, 5% in U.S.

Front/back cover, 12 calendar Black and White, AHA 2,000 per
Calendar . ; ; . .

pages, 14 information pages provides information pages year
Calendar Same as above Full color (option) 2,000...
Calendar Mailing 95% in Alameda, 5% in U.S. 2,000...

Bright colored paper, black 2,000 two to
Newsletter 8.5" x 11" double-sided lettering, AHA supplies four times
text/photos and layout per year
Newsletter 8.5" X 14" double-sided Size option of above 2,000...
Newsletter 8.5" x 11" double-sided Color Opt'ogb;’g’:"te with full 2,000...
Newsletter 8.5" X 14" double-sided Size and color option, white |, 555
with full color
YRYITE .

Newsletter Mailing 95% within Alameda city 2,000...

Optional Printing and/or Mailing Projects

Brochure 8.5" X 11" tri-fold White with full color 100 per year
Brochure 8.5" X 14" four-fold White with full color 100 per year
AHA message about waiting 5000 to
list, 100 words, AHA-supplied | White with One Color printing, ’
Postcard ; ) . 10,000 (one
Excel mail merge file for mailing throughout U.S. :
time)
addressees
. 10,000 to
Application 8.5" X 11" double-sided form, Yellow \I/Dvgztﬁne Color 20,000 (one
AHA-supplied text 9 time)
CONTRACT

The Housing Authority’s standard professional services contract will be used. Please see
Attachment A for reference.

BID PROCESS

Questions Due: Questions will be accepted by email until 4:00 p.m., April 1, 2024. Questions shall
be submitted via email to Sean Prevette at sprevette@alamedahsg.org. The responses will be
posted on the webpage within three business days.

Bids Due: Bids will be accepted by email until 4:00 p.m., April 11, 2024. Bidders are responsible
for ensuring that quotes are received on time. AHA does not afford a bidder an opportunity for re-
submission of their bid. Quotes received after the due date and time will be rejected without
consideration. Quotes shall be submitted via email to Sean Prevette at

sprevette @alamedahsg.orqg.

Insurance: Please also confirm you have the insurance and workers compensation coverage
required in the contract. This will be collected after an award is made. Please complete the vendor
conflict of interest form at https://form.alamedahsg.org/Forms/A4Gpo.
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ATTACHMENTS

e Attachment A: Standard AHA Contract
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Attachment A: Standard AHA Contract

CONSULTANT SERVICES AGREEMENT

THIS AGREEMENT, entered into this ___ day of 2023, by and between HOUSING
AUTHORITY OF THE CITY OF ALAMEDA, and its affiliates, a public body corporate and politic
(hereinafter referred to as "AHA"), and (a California corporation, partnership, sole
proprietor, individual, joint venture) whose address is , (hereinafter referred to as Consultant),

is made with reference to the following:
RECITALS:

A. AHA is a public body, corporate and politic, duly organized and validly existing under the
laws of the State of California with the power to carry on its business as it is now being conducted under
the statutes of the State of California.

B. Consultant is specially trained, experienced and competent to perform the special
services which will be required by this Agreement; and

C. Consultant possesses the skill, experience, ability, background, applicable certification
and knowledge to provide the services described in this Agreement on the terms and conditions
described herein.

D. AHA and Consultant desire to enter into an agreement for

NOW, THEREFORE, it is mutually agreed by and between the undersigned parties as follows:

1. TERM:

The time for Completion shall be by , (the "Completion Date"), unless terminated earlier
as set forth herein.

2. SERVICES TO BE PERFORMED:

Consultant shall perform services according to the schedule set forth in Exhibit “A” which is
attached hereto and incorporated herein by this reference.

3. COMPENSATION TO CONSULTANT:

AHA agrees to compensate Consultant pursuant to the terms and conditions of this Agreement
only for the performance, to the reasonable satisfaction of AHA, of those tasks which take place during the
term of this Agreement. AHA will not be obligated to compensate Consultant for any work, services, or
functions performed by Consultant which do not arise directly from the performance of tasks relating to the
Scope of Services as outlined in Exhibit A, and according to the Fee Schedule set forth in Exhibit B. AHA
shall pay Consultant within thirty (30) days receipt of Consultant’s properly submitted invoice.

Total compensation under this contract will not exceed $
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4. TIME IS OF THE ESSENCE:
Consultant and AHA agree that time is of the essence regarding the performance of this
Agreement.

5. STANDARD OF CARE:

Consultant agrees to perform all services hereunder in a manner commensurate with the prevailing
standards of like professionals in the San Francisco Bay Area and agrees that all services shall be
performed by qualified and experienced personnel who are not employed by the AHA nor have any
contractual relationship with AHA.

6. INDEPENDENT PARTIES:

AHA and Consultant intend that the relationship between them created by this Agreement is that
of employer-independent contractor. The manner and means of conducting the work are under the control
of Consultant, except to the extent they are limited by statute, rule or regulation and the express terms of
this Agreement. No right of employment will be acquired by virtue of Consultant's services. None of the
benefits provided by AHA to its employees, including but not limited to unemployment insurance, workers'
compensation coverage, vacation and sick leave are available from AHA to Consultant, its employees or
agents. Deductions shall not be made for any state or federal taxes, FICA payments, PERS payments, or
other purposes normally associated with an employer-employee relationship from any fees due
Consultant. Payments of the above items, if required, are the responsibility of Consultant.

AHA and Consultant agree that during the term of this Agreement and for a period of one year after
termination, the parties shall not solicit for employment, hire, or retain, whether as an employee or
independent contractor, any person who is or has been employed by the other without written agreement
by the other party.

7. IMMIGRATION REFORM AND CONTROL ACT (IRCA):

Consultant assumes any and all responsibility for verifying the identity and employment
authorization of all of its employees performing work hereunder, pursuant to all applicable IRCA or other
federal or state rules and regulations. Consultant shall indemnify and hold AHA harmless from and against
any loss, damage, liability, costs or expenses arising from any noncompliance of this provision by
Consultant.

8. NON-DISCRIMINATION:

Consistent with AHA's policy that harassment and discrimination are unacceptable
employer/employee conduct, Consultant agrees that harassment or discrimination directed toward a job
applicant, an AHA employee, or a citizen by Consultant or Consultant's employee on the basis of race,
religious creed, color, national origin, ancestry, handicap, disability, marital status, pregnancy, sex, age,
gender identity or sexual orientation will not be tolerated. Consultant agrees that any and all violations of
this provision shall constitute a breach of this Agreement.

9. INDEMNIFICATION/HOLD HARMLESS:

Consultant shall indemnify, defend, and hold harmless AHA, its Board of Commissioners officials,
employees and designated volunteers (“Indemnitees”) from and against any and all loss, damages, liability,
claims, suits, costs and expenses whatsoever, including reasonable attorneys' fees (“Claims”), arising from
or in any manner connected to negligent act or omission, whether alleged or actual, regarding performance
of services or work conducted or performed pursuant to this Agreement. If Claims are filed against
Indemnitees which allege negligence on behalf of the Consultant, Consultant shall have no right of
reimbursement against Indemnitees for the costs of defense even if negligence is not found on the part of
Consultant. However, Consultant shall not be obligated to indemnify Indemnitees from Claims arising from
the sole or active negligence or willful misconduct of Indemnitees.

10. INSURANCE:
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On or before the commencement of the terms of this Agreement, Consultant shall furnish AHA with
certificates showing the type, amount, class of operations covered, effective dates and dates of expiration
of insurance coverage in compliance with paragraphs 10A, B, C, D and E. Such certificates, which do not
limit Consultant’s indemnification, shall also contain substantially the following statement:

“Should any of the above insurance covered by this certificate be canceled or coverage reduced
before the expiration date thereof, the insurer affording coverage shall provide thirty (30) days’ advance
written notice to the Housing Authority of the City of Alameda by certified mail.”

It is agreed that Consultant shall maintain in force at all times during the performance of the
Agreement all appropriate coverage of insurance acceptable to AHA and licensed to do insurance business
in the State of California.

An endorsement naming the AHA as additional insured shall be submitted with the insurance
certificates.

A. COVERAGE:
Consultant shall maintain the following insurance coverage:
Q) Workers’ Compensation:
Statutory coverage as required by the State of California.

2 Liability:
Commercial general liability coverage in the following minimum limits:
Bodily Injury: $1,000,000 each occurrence

$2,000,000 aggregate — all other
Property Damage: $1,000,000 each occurrence
$2,000,000 aggregate
If submitted, combined single limit policy with aggregate limits in the amounts of
$1,000,000 will be considered equivalent to the required minimum limits shown above.
(3) Automotive:
Comprehensive automobile liability coverage in the following minimum limits:

Bodily Injury: $1,000,000 per accident
$2,000,000 aggregate
Property Damage: $1,000,000 per accident

$2,000,000 aggregate
OR
Combined Single Limit: $1,000,000 per accident

(4) Professional Liability:
Professional liability insurance which includes coverage for the negligent
professional acts, errors and omissions of Consultant in the amount of at least $1,000,000.

B. SUBROGATION WAIVER:

Consultant agrees that in the event of loss due to any of the perils for which it has agreed
to provide comprehensive general and automotive liability insurance that Consultant shall look solely to its
insurance for recovery. Consultant hereby grants to AHA, on behalf of any insurer providing
comprehensive general and automotive liability insurance to either Consultant or AHA with respect to the
services of Consultant herein, a waiver of any right to subrogation which any such insurer of said
Consultant may acquire against AHA by virtue of the payment of any loss under such insurance.

C. FAILURE TO SECURE:

If Consultant, at any time during the term hereof, should fail to secure or maintain the
foregoing insurance, AHA shall be permitted to obtain such insurance in the Consultant's name or as an
agent of the Consultant and shall be compensated by the Consultant for the costs of the insurance
premiums at the maximum rate permitted by law and computed from the date written notice is received
that the premiums have not been paid.
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D. ADDITIONAL INSURED:

AHA, its Board of Commissioners, officers, employees and designated volunteers shall be
named as an additional insured under all insurance coverage’s, except any professional liability insurance
or worker’'s compensation insurance, required by this Agreement. The naming of an insured shall not
affect any recovery to which such additional insured would be entitled under this policy if not named as
such additional insured. An additional insured named herein shall not be held liable for any premium,
deductible portion of any loss, or expense of any nature on this policy or any extension thereof.

Any other insurance held by an additional insured shall not be required to contribute anything toward any
loss or expense covered by the insurance provided by this policy.

E. SUFFICIENCY OF INSURANCE:

The insurance limits required by AHA are not represented as being sufficient to protect
Consultant. Consultant is advised to consult Consultant's insurance broker to determine adequate
coverage for Consultant.

11. CONFLICT OF INTEREST:

Consultant warrants that it is not a conflict of interest for Consultant to perform the services
required by this Agreement. Consultant may be required to fill out a conflict of interest form if the
services provided under this Agreement require Consultant to make certain governmental decisions or
serve in a staff capacity as defined in Title 2, Division 6, Section 18700 of the California Code of
Regulations.

12. PROHIBITION AGAINST ASSIGNMENTS:

Consultant shall not assign, sublease, hypothecate, or transfer this Agreement or any interest
therein directly or indirectly, by operation of law or otherwise without prior written consent of AHA. Any
attempt to do so without said consent shall be null and void, and any assignee, sub lessee, hypothecate
or transferee shall acquire no right or interest by reason of such attempted assignment, hypothecation or
transfer. However, claims for money by Consultant from AHA under this Agreement may be assigned to
a bank, trust company or other financial institution without prior written consent, but written notice of such
assignment shall be promptly furnished to AHA by Consultant.

The sale, assignment, transfer or other disposition of any of the issued and outstanding capital
stock of Consultant, or of the interest of any general partner or joint venturer or syndicate member or
cotenant if Consultant is a partnership or joint venture or syndicate or co tenancy, which shall result in
changing the control of Consultant, shall be construed as an assignment of this Agreement. Control means
fifty percent (50%) or more of the voting power of the corporation.

13. SUBCONTRACTOR APPROVAL.:

Unless prior written consent from AHA is obtained, only those people and subcontractors whose
names are attached to this Agreement shall be used in the performance of this Agreement. In the event
that Consultant employs subcontractors, such subcontractors shall be required to furnish proof of worker's
compensation insurance and shall also be required to carry general, automobile and professional liability
insurance in reasonable conformity to the insurance carried by Consultant. In addition, any work or
services subcontracted hereunder shall be subject to each provision of this Agreement.

14. PERMITS AND LICENSES:

Consultant, at its sole expense, shall obtain and maintain during the term of this Agreement, all
appropriate permits, certificates and licenses, including, but not limited to, a City of Alameda business
license, that may be required in connection with the performance of services hereunder.

15. REPORTS:

A. Each and every report, draft, work product, map, record and other document, hereinafter
collectively referred to as “Report” reproduced, prepared or caused to be prepared by Consultant pursuant
to or in connection with this Agreement shall be the exclusive property of AHA. Consultant shall not
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copyright any Report required by this Agreement and shall execute appropriate documents to assign to
AHA the copyright to Reports created pursuant to this Agreement. Any Report, information and data
acquired or required by this Agreement shall become the property of AHA, and all publication rights are
reserved to AHA.
B. All Reports prepared by Consultant may be used by AHA in execution or implementation
of:
(1) The original Project for which Consultant was hired,;
(2) Completion of the original Project by others;
(3) Subsequent additions to the original project; and/or
(4) Other AHA projects as appropriate.
C. Consultant shall, at such time and in such form as AHA may require, furnish reports
concerning the status of services required under this Agreement.
D. All Reports required to be provided by this Agreement shall be printed on recycled paper.
All Reports shall be copied on to both sides of the paper except for one original which shall be single sided.
E. No Report, information nor other data given to or prepared or assembled by Consultant
pursuant to this Agreement shall be made available to any individual or organization by Consultant
without prior approval by AHA
F. Consultant shall not be held liable for reuse of "Reports" for any purpose other than the original
intent of this Agreement.

16. RECORDS:

Consultant shall maintain complete and accurate records with respect to sales, costs, expenses,
receipts and other such information required by AHA that relate to the performance of services under this
Agreement.

Consultant shall maintain adequate records of services provided in sufficient detail to permit an
evaluation of services. All such records shall be maintained in accordance with generally accepted
accounting principles and shall be clearly identified and readily accessible. Consultant shall provide free
access to the representatives of AHA or its designees to such books and records at proper times; and
gives AHA the right to examine and audit same, and to make transcripts there from as necessary, and to
allow inspection of all work, data, documents, proceedings and activities related to this Agreement. Such
records, together with supporting documents, shall be kept separate from other documents and records
and shall be maintained for a period of three (3) years after receipt of final payment.
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17. NOTICES:

All notices, demands, requests or approvals to be given under this Agreement shall be given in
writing and conclusively shall be deemed served when delivered personally or on the second business day
after the deposit thereof in the United States mail, postage prepaid, registered or certified, addressed as
hereinafter provided.

All notices, demands, requests or approvals from Consultant to AHA shall be addressed to AHA
at:

Housing Authority of the City of Alameda
701 Atlantic Avenue

Alameda, CA 94501-2161

Attention: Vanessa Cooper

All notices, demands, requests, or approvals from AHA to Consultant shall be addressed to
Consultant at:

Attention:
Phone: Email:

18. NO SMOKING, DRINKING OR RADIO USE:

Consultant agrees and acknowledges that smoking of tobacco products, drinking alcoholic
beverages, and listening to radios is prohibited at any AHA site, including individual units, common
areas, and every building and adjoining grounds. Consultant shall ensure that his/her employees and
suppliers comply with these prohibitions.

19. TERMINATION:

In the event Consultant hereto fails or refuses to perform any of the provisions hereof at the time
and in the manner required hereunder, Consultant shall be deemed in default in the performance of this
Agreement. If such default is not cured within a period of two (2) days after receipt by Consultant from
AHA of written notice of default, specifying the nature of such default and the steps necessary to cure such
default, AHA may terminate the Agreement forthwith by giving to the Consultant written notice thereof.
Consultant will not be held responsible for failure to perform in the event such failure is due to delay caused
by the AHA. AHA shall have the option, at its sole discretion and without cause, of terminating this
Agreement by giving seven (7) days' prior written notice to Consultant as provided herein. Upon
termination of this Agreement, each party shall pay to the other party that portion of compensation specified
in this Agreement that is earned and unpaid prior to the effective date of termination.

20. COMPLIANCES:

Consultant shall comply with all state and federal laws, all City of Alameda ordinances, and all rules
and regulations enacted or issued by AHA. In the event that the Consultant encounters a potential conflict
between state, federal or local law, Consultant shall inform AHA and AHA shall direct Consultant on proper
course of action.

21. GOVERNING LAW:

This Agreement shall be interpreted under, and enforced by the laws of the State of California
excepting any choice of law rules which may direct the application of laws of another jurisdiction. The
Agreement and obligations of the parties are subject to all valid laws, orders, rules, and regulations of the
authorities having jurisdiction over this Agreement (or the successors of those authorities.)

Any suits brought pursuant to this Agreement shall be filed with the Courts of the AHA of Alameda,
the State of California.
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22. ADVERTISEMENT:

Consultant shall not post, exhibit, display or allow to be posted, exhibited, displayed any signs,
advertising, show bills, lithographs, posters or cards of any kind pertaining to the services performed
under this Agreement unless prior written approval has been secured from AHA to do otherwise.

23. CONFIDENTIALITY:

A. Definition. Confidential Information, as used in this Agreement, shall mean any AHA
Client data.
B. Nondisclosure and Nonuse Obligation. Consultant agrees that it will not use,

disseminate, or in any way disclose any Confidential Information to any person, firm or business, except
that Consultant may use Confidential Information to the extent necessary to perform its obligations
under this Agreement. Consultant agrees that it shall treat all Confidential Information with the same
degree of care as the Consultant accords to its own Confidential Information, but in no case less than
reasonable care. Consultant agrees that is shall disclose Confidential Information only to those of its
employees who need to know such information, and the Consultant certifies that such employees have
previously agreed, as a condition of employment, to be bound by terms and conditions applicable to
Consultant under this Agreement. Consultant shall immediately give notice to AHA of any unauthorized
use or disclosure of Confidential Information.

C. Exclusions from Nondisclosure and Nonuse Obligations. The obligations under
23B (“Nondisclosure and Nonuse Obligation”) shall not apply to such portion that Consultant can
document was i) in the public domain at the time such portion was disclosed or used, or ii) was disclosed
in response to a valid court order.

D. Ownership and Return of Confidential Information and Other Materials. All
Confidential Information shall remain the property of the AHA. At AHA’s request and no later than five
(5) business days after such request, Consultant shall promptly destroy or deliver to AHA, at AHA’s
option, i) all materials furnished to Consultant, ii) all tangible media of expression in Consultant’s
possession or control to the extend that such tangible media incorporate any of the Confidential
Information, and iii) written certification of the Consultant’s compliance with such obligations under this
sentence.

24, WAIVER:

A waiver by AHA of any breach of any term, covenant, or condition contained herein shall not be
deemed to be a waiver of any subsequent breach of the same or any other term, covenant, or condition
contained herein whether of the same or a different character.

25. INTEGRATED CONTRACT:

This Agreement represents the full and complete understanding of every kind or nature whatsoever
between the parties hereto and all preliminary negotiations and agreements of whatsoever kind or nature
are merged herein. No verbal agreement or implied covenant shall be held to vary the provisions hereof.
Any modification of this Agreement will be effective only by written execution signed by both AHA and
Consultant.

26. CAPTIONS:
The captions in this Agreement are for convenience only, are not a part of the Agreement and in
no way affect, limit or amplify the terms or provisions of this Agreement.

27. EXHIBITS. The following exhibits are attached hereto and incorporated herein by this
reference:
i.  Exhibit A— Scope of Services
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ii.  Exhibit B— Fee Schedule
ii.  Exhibit C — Insurance Requirements for Consultants
iv.  Exhibit D — Conflict of Interest Certification

IN WITNESS WHEREOF, the parties have caused the Agreement to be executed on the day and
year first above written.

COMPANY NAME HOUSING AUTHORITY

OF THE CITY OF ALAMEDA
Name Gregory Kats
Title Director of Administrative Services

Vanessa M. Cooper
Executive Director
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