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INVITATION TO BID #3453-08 
BUSINESS CARDS 

 
December 4, 2008 

 
The County of San Luis Obispo is seeking a customer service-oriented vendor to supply 
the County's business cards for the period January 1, 2008 through June 30, 2014. 
 
The County will continue a decentralized ordering system to fill Countywide business 
card needs. 
 
It is important that all bidders meet or exceed all of the quality specifications contained 
herein.  Sample printings may be required during evaluation of bids.  The contract may 
be canceled for not meeting quality specifications. 
 
The successful vendor will be required to provide the gamut of services from producing 
and shipping one order of 500 non-standard business cards to producing and shipping 
one order of 55 or more new names/1000 cards per name of standard business cards; 
all shipped within five (5) to seven (7) working days ARO. 
 
Bidders may make inquiries or suggestions and the County may amend the 
specifications if necessary.  Bidders are encouraged to participate.  Bidders should 
submit marketing/informational brochures and literature along with the bid response. 
 
Each proposal shall specify each and every item as set forth in the attached 
specifications.  Any and all exceptions must be clearly stated in the proposal.  Failure to 
set forth any item in the specifications may be grounds for rejection.  The County of San 
Luis Obispo reserves the right to reject all bids and to waive any informalities. 
 
It is estimated that the County will spend approximately $12,000/year for business 
cards, though no amount is guaranteed.  Note special terms and conditions contained 
herein. 
 
Please submit your bids on the attached form.  They must be received in the office of 
the General Services Agency no later than 3:00 pm, December 18, 2008. 
 
Any and all comments and suggestions are sincerely encouraged prior to the bid 
opening. 
 
 
 
MISSY VILES 
Buyer – GSA-Purchasing 
mviles@co.slo.ca.us 
 
F:\PUBLIC\2184\BIDSLONG\MV\Year 2008\3453bid-Business Cards.doc 



County of San Luis Obispo  Invitation to Bid 3453-08  December 4, 2008    Page 2 
BUSINESS CARDS 

 

 
 

GENERAL BIDDERS 
CONDITIONS AND INSTRUCTIONS 

 
1. All bids submitted by Seller to Purchaser should be submitted upon the attached 

bidder's form, completed and signed, (only typewritten or ink shall be accepted 
with no erasures or corrections unless properly authenticated by signature) in 
accordance with the instructions contained herein. 

 
2. The issuance of this bid request creates no obligation on the part of the County 

and the County reserves the unconditional right at its option to either reject all 
bids or waive any irregularities or informalities therein.  Each bid shall be in a 
separate sealed envelope with the bid number, name of bidder, title of the bid, 
date and time due showing on the outside of the envelope. 

 
3. All prices must be firm for 45 days from the date of the bid opening and be 

inclusive.  Upon award, prices will be in effect for the term of the contract. 
 
4. Prompt payment discounts of 20 days or longer will only be considered when 

comparing bids, however, if you offer any prompt payment discounts, please 
indicate this on your bid. 

 
5. Awards will be made to realize the greatest savings to the County and may not 

necessarily be the lowest bid especially where services are of the utmost 
importance. 

 
6. Submission of a signed bid will be interpreted to mean that the bidder has 

thereby agreed to all conditions, instructions, descriptions and specifications 
contained herein. 

 
7. All materials included in the contract shall be in compliance with all Federal and 

State OSHA laws. 
 
8. All applicable City, State, and Federal taxes and fees are to be included in the 

proposal. 
 
9. The only terms that will be honored are those terms included in general and 

special conditions and instructions, purchase order or other documents issued by 
the County. 

 
10. In the event of any conflicts or ambiguities between these instructions and State 

or Federal laws, regulations or rules, then the latter shall prevail. 
 
11. Only one bid will be accepted per vendor. 
 
12. Bidders may withdraw their bid either personally, by written request, or by 

telegraphic request confirmed in the manner specified above at any time prior to 
the scheduled closing time for receipt of bids.  No bidder may withdraw their bid 
after the time set for the opening. 
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13. All time limits stated are of the essence and must be complied with.  Any bids 

received after closing time stipulated will be returned unopened. 
 
14. All bids must be submitted in a manner so they can be readily hole punched and 

placed in a standard legal size file folder. 
 
15. The County may make partial payments after a substantial portion of the 

merchandise has been delivered.  On all items, a 10% retention will be withheld 
until all merchandise has been accepted. 

 
16. Brand names are used to establish a level of quality only.  Any alternates must 

be approved five (5) days prior to the bid opening date by the General Services 
Agency Administrator who will have the sole right to determine this.  If an 
alternate is submitted without going through the above described process, the 
County will have the sole right to decide whether or not an alternate is 
acceptable. 

 
17. Vendor agrees that it will not discriminate against any employee or applicant for 

employment because of race, color, religion, sex or national origin and that it will 
comply with the "Contractor's Agreements" provisions of Presidential Executive 
Order No. 11246. 

 
18. No Faxed Bids will be accepted. 
 
19. Return bid by December 18, 2008, at 3:00 pm to: 
 

COUNTY OF SAN LUIS OBISPO 
MISSY VILES, BUYER 

CENTRAL SERVICES DIVISION 
1087 SANTA ROSA STREET 

SAN LUIS OBISPO, CALIFORNIA 93408 
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SPECIAL TERMS AND CONDITIONS 

 
 
1. Non-Exclusivity 
 

The County reserves the right to competitively bid any item on this contract or 
purchase it from another supplier when it is in the best interest of the County. 

 
2. Artwork 
 

The County will provide County seal camera ready art for all business cards.  
Vendor must create any other art required to print cards at no cost to the County. 
This cost is built into the card pricing and paid by the County. 

 
The County therefore will retain ownership of all art after the Contract period.  
Any art supplied by the County must be returned after initial use or upon request. 

 
3. Typesetting 
 

In the business card ordering system there is no requirement that changes be 
typewritten.  The County will submit many orders with changes noted in 
handwritten form.  Vendor may be required to contact the ordering County 
department to clarify. 

 
Typeface shall conform to existing samples.  Vendor must match typeface and 
size.  Slight and minor deviation from existing sample may be accepted by the 
County. 

 
Resolution for all typeset output must be 1200 DPI minimum.  The County will not 
accept any deviation from this specification. 

 
4. Pricing 
 

The prices quoted herein must include all composition, offset printing charges 
and all shipping charges. 

 
A price increase may be allowed for each fiscal year as the result of: 

1) Manufacturer or supplier price increases in the product(s) offered; 
2) Governmental or regulatory agency increases to the trade; 
3) Regional Consumer Price Index (CPI-U) increases to the industry. 

 
*Any request for a price increase must be substantiated with documentation from a 
manufacturer, supplier, or governmental agency and must be submitted in writing at 
least thirty (30) days prior to the effective date of the increase. Overall increases of 
greater than 3% from prior year prices will not be allowed. 
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5. New/Additional Pricing 
 

New or additional pricing may be requested for special large printings of business 
cards during the term of the contract and may be added hereunder. 
 

6. Samples (Exhibit A attached) 
 

A copy of all current business cards is attached for vendor review. 
 
7. Transition Costs    
 
 Transition costs of changing vendors will become a part of the evaluation criteria. 

A simple lower bid will not necessarily result in an award. 
 
8. Usage Report 
 

Vendor will be responsible to provide a yearly usage report including totals by 
department. 

 
9. Vendor Control 
 

Vendor will be responsible for controlling out of specification business cards. No 
cards will be printed that deviate from approved specifications. 
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The undersigned agrees to: 
 
Deliver F.O.B. San Luis Obispo, California, 93408, the business cards itemized below, and in 
accordance with Specifications attached. 
 
The prices quoted below must include all composition, offset printing charges and all shipping 
charges.  Only tax may be added to the unit prices quoted below. 
 
 
 STANDARD COUNTY CARDS 
 

STOCK QTY INDIVIDUAL ORDER GROUPED 4 CARDS 

A.  Tan Recycled Stock 500 $ $ 

     Tan Recycled Stock 1000 $ $ 

     Tan Recycled Stock 2000 $ $ 

     Tan Two-Sided Printing 500 $ $ 

     Tan Two-Sided Printing 1000 $ $ 

     Tan Two-Sided Printing 2000 $ $ 

B.  White Recycled Stock 500 $ $ 

     White Recycled Stock 1000 $ $ 

     White Recycled Stock 2000 $ $ 

     White Two-Sided Printing 500 $ $ 

     White Two-Sided Printing 1000 $ $ 

     White Two-Sided Printing 2000 $ $ 

  
 

EXCEPTIONS TO STANDARD COUNTY CARDS 
 

A.  Sheriff/Animal Svs. Gold Foil 500 $ $ 

     Sheriff/Animal Svs. Gold Foil 1000 $ $ 

     Sheriff/Animal Svs. Gold Foil 2000 $ $ 

B.   APCD 500 $ $ 

      APCD 1000 $ $ 

      APCD 2000 $ $ 
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All card orders will be shipped __________________________________________ days ARO. 
 
Terms of Sale ________________________________________________________________  
 
Authorized Official Title (Print) ___________________________________________________  
 
Authorized Official Name (Print) __________________________________________________  
 
Signature ___________________________________________________________________  
 
Firm Name __________________________________________________________________  
 
Address ____________________________________________________________________  
 
City                                                                              State                     Zip________________  
 
Telephone                                                      FAX ____________________________________  
 
 

BIDS MUST BE RECEIVED BY 3:00 PM, DECEMBER 18, 2008 AND 
WILL BE OPENED IN THE OFFICE OF THE GENERAL SERVICES AGENCY. 

Bid #3453-08 
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SPECIFICATIONS 

 
1. Quantity: 
 

Business cards are ordered by County Departments in multiples of 500 as needed 
during the contract period.  No volume is guaranteed.  

 
2. Quality: 
 

Tight registration is required.  Vendor is to check quality of cards prior to shipping.  
Quality check and proof reading for errors will be completed by the County.  Cards not 
meeting quality standards will be rejected and must be reprinted within 5 days at no 
charge to County. 

 
3. Standard Master: 
 

County policy requires that all standard cards maintain the standardized location for 
seal placement.  These business cards are designed to accommodate various formats 
and type styles as needed by individual County departments. 

 
4. Standard Cards: 
 

All cards being bid on this Invitation to Bid #3453-08, will be of standard size (2" x 3½").  
All offset printing will be in black ink and PMS 124 Gold with the exceptions outlined in 
Item #10 of these specifications.  All standard County cards are printed only on the two 
(2) standard County color stocks, White and Tan. 

 
5. Two-Sided Cards: 
 

On-going orders for business cards sometimes include two-sided cards. 
 
6. Paper Specifications: 
 

A. Recycled Classic Laid, 80 lb. Cover, White; and 
    Gainsborough, 80 lb. Cover, Wheat 

or 
Equivalent Recycled Stock 

 
B. Laid Paper Stock is to be of caliper measurement of not less than .014. 

 
C. Samples of Stock your company is bidding must accompany your returned bid. 

 
D. An approved replacement will be chosen if these stocks are no longer 

manufactured. 
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7. Paper Stock Offered: 
 

Please indicate exact name, paper company and caliper weight of cover stock being quoted for 
San Luis Obispo County business cards: 

 
A.  Recycled White Stock 

 
a. Manufacturer: ______________________________________  

 
b. Caliper Weight:_____________________________________  

 
c. Paper Finish: ______________________________________  

 
d. Sample Enclosed: __________________________________  

 
e. Content Percentages: 
 
            % of total weight consists of secondary and post consumer waste paper. 

 
            % of total weight consists of post consumer waste paper. 

 
B.  Recycled Tan Stock 

 
a. Manufacturer: ______________________________________  

 
b. Caliper Weight:_____________________________________  

 
c. Paper Finish: ______________________________________  

 
d. Sample Enclosed: __________________________________  

 
e. Content Percentages: 
 
            % of total weight consists of secondary and post consumer waste paper. 

 
            % of total weight consists of post consumer waste paper. 

 
 
8. Inks: 
 

Will you print these cards with Soy and/or vegetable oil inks? 
 

 □  YES □  NO 
 

The following inks will be used: 
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9. Past Usage: 

 
Total number of cards ordered during the last fiscal year is outlined below. 

 
 Admin/Board of Supervisors     1,000 
 District Attorney     12,500 
 Social Services     44,000 
 Public Works      14,500 
 Information Services      4,500 
 Probation      17,500 
 Agriculture        2,000 
 Clerk Recorder       2,500 
 Assessors Office     14,500 
 General Services       3,000 
 Sheriff       32,500 
 Animal Services       3,500 
 APCD         1,000 
 Library        2,000 
 Victim Witness       2,500 
 Drug & Alcohol     23,500 
 Mental Health     32,000 
 Planning & Building     20,000 
 Personnel        6,000 
 Auditor        1,500 
 Public Health      28,500 
 CMSP         8,000 
 Veteran’s Services       2,500 
 
 Total               279,500 
 
 
10. Exceptions to Standard County Cards: 
 

1. Sheriff’s Department/Animal Services 
 

Antique Gray Classic Crest, 80 lb. Cover stock.  Large 1¼" gold foil star logo and SLO 
County Sheriff Coroner.  PMS 424 Gray Ink.  Camera-ready artwork is available.  
Sample copy is enclosed. 

 
2. Air Pollution Control District 

 
White Classic Linen, 80 lb. Cover stock.  APCD logo printed in process blue and PMS 
424.  Photo ready artwork is available.  Sample copy is enclosed. 

 
 
11. Packaging: 
 

Boxes of 500 or 1000 shall be used. 
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12. Delivery: 
 

A. The County of San Luis Obispo requires orders be printed and shipped within 5-7 
working days ARO.  Will you perform within that time? 

 
  □  YES □  NO 

 
B. Delivery must be made at no charge; FOB Destination--please take this into 

consideration when determining your bid response.  UPS, U.S. Mail or other County 
approved method. 

 
13. Ordering Procedure: 
 

A. The business card ordering system relies on a Business Card Order Form.  It is 
required that the successful bidder design, typeset, and print on 3 part carbonless, two 
sided, and sequentially number, the supply of Business Card Order Forms.  Will you 
provide this supply? 

 
  □  YES □  NO 

 
B. The County may wish to submit orders by FAX transmission.  Will you accept orders 

placed by FAX? 
 
  □  YES □  NO 

 
C. County departments will request a set or sets of business cards using the Business 

Card Order Form.  The County of San Luis Obispo requires separate packing lists and 
invoices for each departmental order form.  Will you meet this condition? 

 
  □  YES □  NO 

 
D. County Departments will send a Business Card Order Form with authorized signature 

directly to Vendor.  Vendor will produce and deliver completed business card order 
directly to the requesting County Department.  County desires that both the packing list 
and original invoice be sent with the completed business card order.  Can you provide 
this service? 

 
  □  YES □  NO 

 
14. Artwork: 
 

Return all artwork upon request to: 
 

The County of San Luis Obispo 
General Services Agency - Purchasing 

1087 Santa Rosa Street 
San Luis Obispo, California  93408 

ATTN: Missy Viles 
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15. References: 
 

Each bidder must submit, as part of the bid response a list of at least one (1) reference.  The 
reference must be an organization of similar size and complexity to the County of San Luis 
Obispo.  The bidder must currently print business cards of similar complexity (eg. two color, 
tight registration) for this organization.  Insert reference(s) below.  Additional references may 
be submitted. 

 
1. ____________________________________________________________________  
 ____________________________________________________________________  
 Contact Person:                                                           Phone: ____________________  

 
2. ____________________________________________________________________  
 ____________________________________________________________________  
 Contact Person:                                                           Phone: ____________________  

 
16. Equipment: 
 

Each bidder must submit a listing of the equipment it plans to utilize in producing San Luis 
Obispo County business cards.  Please include both pre-press and production equipment.  
Include typesetting resolution in D.P.I. 

 
__________________________________________________________________________  
__________________________________________________________________________  
__________________________________________________________________________  

 
17. Narrative: 
 

Each bidder must submit a narrative description of the steps which will take place at their place 
of business to process a County order for a set or sets of business cards, beginning with 
receipt of order to shipping the completed set. 

 
__________________________________________________________________________  
__________________________________________________________________________  
__________________________________________________________________________  
__________________________________________________________________________  
__________________________________________________________________________  
__________________________________________________________________________  
 

 Additional sheets may be submitted. 
 
18. Bidders Samples: 
 

Bidders are encouraged to submit samples to be reviewed by the County as part of the 
evaluation of bidder’s ability to fulfill the terms, conditions and specifications of the contract. 
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