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      September 26, 2025


      Potential Bidders:

      Enclosed please find a copy of our Request for Bid for External Printing.

Please submit your bids accordingly and by the required date and time. The bids will be advertised in the Ithaca Journal and the Cortland Standard, the two official                     newspapers of the College, as well as in the NY Contract Reporter, and on the College’s website.

      Sincerely,

[image: ]

      Kevin Caveney
      Purchasing 
     

      Enclosure










                                                NOTICE TO BIDDERS



The Board of Trustees of Tompkins Cortland Community College, Counties of Tompkins and Cortland (in accordance with section 103 of Article 5A of the General Municipal Law) hereby invites the submission of sealed bids on:

                                                   External Printing

Bids must be received by 2:00 pm on the 17th day of October,2025 at the address below.
Submit bid in a SEALED ENVELOPE to:

Tompkins Cortland Community College 
Purchasing Office – Suite 216
PO Box 139, 170 North Street
Dryden, New York, 13053 

Specifications and bid forms may be obtained from the Purchasing Office at Tompkins Cortland Community College in Dryden, New York. Send your request via e-mail to
KPC@tompkinscortland.edu 

The Board of Trustees hereby reserves the right to waive irregularities and accept or reject any bid or any part of any bid.


Kevin Caveney, Purchasing
Tompkins Cortland Community College
Dryden, NY  13053


                                 
GENERAL INSTRUCTIONS TO BIDDERS

 1. Bids must be submitted per specifications.

 2. PROPOSAL SHALL BE ENCLOSED IN A SEALED, OPAQUE ENVELOPE AND
     MARKED CLEARLY WITH THE NAME OF THE BIDDER, AND External Printing Bid.               

 3. The Board of Trustees reserves the right to waive irregularities and accept or reject       any bid or any part of any bid. 


 4. The bidder assumes the risk of any delay in the mail.  Whether sent by mail or by           means of personal delivery, the bidder assumes responsibility for having the bid             deposited on time in the Purchasing Office of the College.  All bids received after       the designated time stated in Notice to Bidders will not be considered and will       be returned to the bidder unopened.

 5. Bidder must execute Non‑Collusion Bidding Certificate required by Chapter 751,            General Municipal Law.

 
6. The intention is to award a contract agreement which meets the best interest of the College, to one vendor for these services for the time period stated.

7. The competency and responsibility of the bidders and of their proposed                          sub‑contractors will be considered in making the award.  The College does not               obligate itself to accept the lowest or any other bid.

8. No charge will be allowed for federal, state, municipal sales and excise taxes from         which the Board of Trustees is exempt.  Exemption certificates, if required, will be          forwarded to bidders.

9. Payment will be made only after correct presentation of itemized invoices.                      Payments of any claim shall not preclude the Board of Trustees from making claim        for adjustment on any item found not to have been in accordance will general
conditions and specifications.

10. Tompkins Cortland Community College reserves the right to stop the service under        the contract at any time it is deemed the Contractor is unable or incapable of                  performing the service to the satisfaction of the College.  












 	
	


                                  
GENERAL INFORMATION TO BIDDERS

1.  Tompkins Cortland Community College makes a commitment to participate actively       in the development of minority and women owned businesses, as well as                      businesses that support sustainable and environmentally responsible practices.            We will seek them out, review their capabilities and give them the opportunity                to demonstrate their ability to provide the College with goods and services at                 competitive prices.

 2.  Tompkins Cortland Community College is committed to equal opportunity in                   employment, admission and treatment for all qualified individuals without unlawful          regard to race, color, creed, national origin, sex, age, marital status, disability,             sexual orientation, veteran status or any other basis as prohibited by Federal and          New York State Law.

 3.  Contractors of the College must agree to comply fully with the College's                          responsibilities under Section 504 of the Rehabilitation Act of 1973 and regulations        issued by the Department of Health, Education, and Welfare.  In particular, the              Contractor agrees to assure access for the handicapped to all functions and                   services it provides to the College pursuant to this contract.  It further assures the
College of its willingness to make reasonable accommodations to its operations, its
facilities, and its employment to assure access for the handicapped.







Scope of Work - External Printing   

Purpose  
Tompkins Cortland Community College (TC3) in Dryden, New York is seeking a vendor partner to produce our externally produced printed items for the 2025-26 budget cycle. The proposal would include, but is not limited to, pocket folders, multi-page publications, envelopes, etc. The vendor must have the ability to produce a high-quality full-color product off a variety of substrates. Some of the annual work is articulated below and is highly anticipated as part of this project. Part of this contract will be custom ad hoc orders within a given cycle. 
The winner of this bid will be a partner for TC3’s 2025-26 outside print production (excluding signage) for a 12-month period, with an option to renew for an additional 12 months at the College’s discretion. 
General Specifications 
· Anticipated orders include the following specifications: 
· 10,000 multi-page (20 pages) 8.5 x 11 brochures for our Workforce Office: Twice annually 
· 600 8.5x6 multi-page publications (62 pages) for our Student Publication: April 2026 
· 10,000 multi-page (12 pages) 8.5 x 11 brochures for our Viewbook: July 2026
· 400 multi-page (18 pages) 8.5 x 11 brochures for our Report to Community: December 2025 
· 5,000 Full-Color Customizable Two Pocket 9x12 inch folders: February 2026 
· 1,800 6x9 inch classic linen with gold foil stamping on the outside cover (16 pages): April 2026 
· 5,000 #10 Window Envelopes with Branding: As Needed 
· 5,000 #10 Envelopes with Branding: As Needed
· 3,000 10x13 Envelops with Branding: As Needed
· Ad hoc hard goods orders for the year will range from 200-500+ pieces and mostly focus on 5x7 glossy postcards, large orders 8.5 x 11 flyers and rack cards. 
Cost Parameters 
· We request a bid for the anticipated orders as a fixed cost with a breakdown as specified above.
· The bid cost for ad-hoc orders should be provided based on an estimated quantity of a third of each item indicated above. Please note that the bid range for ad-hoc does not represent guaranteed orders, but rather an estimate so we can determine proceedings based on cost. 

Evaluation of Proposals 
A determination will be made based on the total cost of the contract and the breadth of per-item costs available for ad hoc items. 
Quality Standards 
· High-quality printing that doesn’t easily smudge, run, or bleed
· Ability for full-color printing and for gold foil imprinting. 
· Ecofriendly paper options should be available. 
Timeline 
· Vendor Selected: November Board of Trustees Meeting 
· ad hoc Orders Begin: November 2025 
· Trial Period: December – January 2026
· Continuing Period: February – August 2026, extension at the College’s discretion 
Stipulations 
TC3 reserves the right to terminate the annual contract if the quality of the print does not meet outline standard, or details per individual are not being met. 
If the vendor cannot provide a specific product, TC3 reserves the right to pursue another vendor that can provide the specifically desired branded item. 
Contact Info: 
For questions related to this RFB, please contact Zach Snyder, Director of Strategic Marketing at zs015@tc3.edu by October 8th, 2025



























INSURANCE:

   A. Throughout the term of this Agreement, the Contractor shall, at their expense,                provide and maintain in full force and effect:

      (1)   Workmen's compensation ‑ statutory per New York State Law; employer                        liability, $100,000.

      (2)   New York State disability insurance and unemployment insurance.

      (3)   Comprehensive general liability insurance (including products) in the amount                 of $1,000,000 per occurrence single limit B.I.P.D.

   B.  The College shall in no way be liable for the loss of, or damage or injury to, any              foodstuff, equipment, supplies, or other properties of the Contractor caused or
contributed by fire, sprinkler leakage, flood, hurricane, rodents, pests, acts of                 public enemies, strikes, riots, or civil commotion, or acts of God, or any other                  causes whatsoever, similar or dissimilar.

   C.  The insurance policies shall name the College, Tompkins Cortland Community               College, as additional insured parties; and a certificate of such coverage shall be           delivered to the Contract Administrator and kept by the College.  This coverage              must include a clause that states 30 days' prior notice to be given the College in            the event of cancellation or any change of the insurance policy.  The College will            provide fire and extended coverage insurance for the facilities and equipment, but          not the inventory or property of the Contractor.

   D.   Indemnification ‑ Contractor agrees to indemnify and save harmless the College             against any and all claims arising from or incident to the conduct or management           of operations performed in connection with and pursuant to this agreement, or               arising from any act or negligence of Contractor or any of its agents or                            employees, or arising from any accident, injury or damage whatsoever, however,           caused to any person or persons, occurring during the term of performance of                this agreement by reason or incident or the negligence of Contractor, its agents             or employees, and from and against all costs, attorney’s fees, expenses and                   liabilities incurred in or above any such claim or any action or proceeding brought           thereon.
















Non-Collusion Statement

The undersigned confirms that they are duly authorized to execute this contract, that this company, corporation, firm, partnership, or individual has not prepared this bid in collusion with any other bidder, and that the contents of this proposal have not been communicated by the undersigned not by any employee or agent to any other person engaged in this type of business prior to the official opening of this proposal.


Contractor______________________________

Address__________________________________________

Phone_______________

Authorized Signature____________________________

Print name___________________________

Title_________________________________






















Signature page




In compliance with the invitation for bids on the above date, the undersigned hereby proposes to provide goods and services as specified in the Scope of Work.





Respectfully submitted,

 AUTHORIZED SIGNATURE:   _________________________________                                                                           
 TITLE:      _________________________________________                                                                                                             
 BIDDER:  _________________________________________                                                                                                             
 ADDRESS:  _______________________________________ 
                                                                                                        
 E-mail_______________________________ Phone: _________________                                                             





Bid is scheduled to be awarded following the Board of Trustees meeting of November 20, 2025.







   








    



 RESOLUTION
(For Corporate Bidders Only)





RESOLVED that ________________________________ be authorized to sign and submit 
  		     		(individual)
the bid or proposal of this corporation for External Printing

and include in such bid or proposal the certificate as to non-collusion required by Section one 

hundred three-D of the General Municipal Law as the act and deed of such corporation, and for 

any inaccuracies or misstatements in such certificates this corporate bidder shall be liable under 

the penalties of perjury.

				***********************************

The foregoing is a true and correct copy of the resolution adopted by _____________________ 

corporation at a meeting of its Board of Directors held on the _____day of _____________ 20__ 

and is still in full force and effect on this ____ day of ____________ 20__.

Seal of the Corporation                                                                 __________________________
								                Secretary
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