m INVITATION TO BID

| 185 abowt ALL kids

BID/RFP No.: 27-GS-26

DATE ISSUED: 06/05/2026

BID CLOSING DATE: 06/19/2026

TITLE: Graduation Sundries Bid
CONTRACT ADMINISTRATOR NAME: Cinda Roberts, Purchasing Agent
EMAIL CONTACT: cinda.roberts@kenton.kyschools.us
METHOD OF AWARD: Lowest Evaluated

The Kenton County Board of Education’s Purchasing Department will receive sealed bids for items and/or services listed herein. You
are invited to submit a sealed bid, subject to the Terms and Conditions of this Invitation to Bid. Please read all instructions and
specifications carefully. Failure to comply with these instructions shall disqualify your bid.

BIDS MUST BE RECEIVED NO LATER THAN: June 19, 2026, by 1:00 PM ET /12:00 PM CT.
Delivery of Bid:
1. Bids can be mailed or delivered in a sealed envelope marked: “BID No. 27-GS-26 RESPONSE” or;
2. Emailed with “BID No. 27-GS-26 RESPONSE” in the subject line.

Bid Delivery Address: Bid E-mail Address:

Kenton County Board of Education kenton.purchasing@kenton.kyschools.us
Attn: Purchasing Department

2044 Tuscanyview Dr.

Covington, KY 41017

Bid Opening:

1. Bids will be opened on Friday, June 19, 2026, at 1:00 PM ET / 12:00 PM CT.

2. All bids must be received by the time and date designated in this invitation. None will be considered thereafter.

3. Bids will be opened and read in the Purchasing Department at the Kenton County Board of Education. You are invited to be

present at the bid opening.

Bid Award:
1. Bid will be awarded at the Board meeting held on Monday, July 7, 2026.

Period of Contract:

1. The period of the contract will be from August 1, 2026, through June 30, 2027.

2. If agreed upon by both parties each year, the contract may be extended annually for up to three (3) additional annual renewals.

3. Prices may be negotiated but may not exceed the percentage change of the Consumer Price Index “All items less food and
energy” 12-month percentage change, as published on The Bureau of Labor Statistics.

VENDOR INFORMATION:

Name of Company: Phone:

Address: City: State: Zip:
Contact Name: E-mail Address:

Signature: Date:

BIDDER IS TO COMPLETE THIS COVER SHEET AND SUBMIT WITH THE BID IN ITS ENTIRETY
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1.

45A.455 - PROHIBITION AGAINST CONFLICTS OF INTEREST, GRATUITIES, AND KICKBACKS

It shall be a breach of ethical standards for an employee with procurement authority to participate directly in any proceeding or
application; request for ruling or other determination; claim or controversy; or other particular matter pertaining to any contract
or subcontract and any solicitation or proposal therefor, in which to his knowledge:

i He, or any member of his immediate family has a financial interest therein; or

ii. A business or organization in which he or any member of his immediate family has a financial interest as an officer,
director, trustee, partner or employee, is a party; or

iii. Any other person, business, or organization with whom he or any member of his immediate family is negotiating or has
an arrangement concerning prospective employment is a part. Direct or indirect participation shall include but not be
limited to involvement through decision, approval, disapproval, recommendation, preparation of any part of a
purchase request, influencing the content of any specification or purchase standard, rendering of advice, investigation,
auditing or in any other advisory capacity.

It shall be a breach of ethical standards for any person to offer, give, or agree to give any employee or former employee, or for
any employee or former employee to solicit, demand, accept, or agree to accept from another person, a gratuity or an offer of
employment, in connection with any decision, approval, disapproval, recommendation, preparation of any part of a purchase
request, influencing the content of any specification or purchase standard, rendering of advice, investigation, auditing, or in any
other advisory capacity in any proceeding or application, request for ruling or other determination, claim or controversy, or other
particular matter, pertaining to any contract or subcontract and any solicitation or proposal therefor.

It is a breach of ethical standards for any payment, gratuity, or offer of employment to be made by or on behalf of a
subcontractor under a contract to the prime contractor or higher tier subcontractor or any person associated therewith, as an
inducement for the award of a subcontract or order.

The prohibition against conflicts of interest and gratuities and kickbacks shall be conspicuously set forth in every local public
agency written contract and solicitation therefor.

It shall be a breach of ethical standards for any public employee or former employee knowingly to use confidential information
for his actual or anticipated personal gain, or the actual or anticipated personal gain of any other person.

45A.990 — PENALTIES

1.

Any employee or any official of The Kenton County Board of Education, Kentucky, elective, or appointive, who shall take,
receive, or offer to take or receive, either directly or indirectly, any rebate, percentage of contract, money, or other things of
value, as an inducement or intended inducement, in the procurement of business, or the giving of business, for, or to, or from,
any person, partnership, firm, or corporation, offering, bidding for, or in open market seeking to make sales to The Board of
Education of Kenton County, Kentucky shall be deemed guilty of a Class C felony.

Every person, firm, or corporation offering to make, or pay, or give, any rebate, percentage of contract, money or any other
thing of value, as an inducement or intended inducement, in the procurement of business, or the giving of business, to any
employee or to any official of The Kenton County Board of Education, Kentucky, elective or appointive, in his efforts to bid for,
or offer for sale, or to seek in the open market, shall be deemed guilty of a Class C felony.

By signing this form, offeror has read, understands, and acknowledges the Conflict of Interest and Penalties statement.

Authorized Signature Date

Print Name Title

BIDDER IS TO SIGN AND ATTACH THIS FORM AND SUBMIT WITH THE BID IN ITS ENTIRETY
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1. TERMS AND CONDITIONS

1.1.

1.2,

1.3.

1.4.

1.5.

1.6.

DEFINITIONS AND CLARIFICATIONS:
i RFP: Request for Proposal

ii. Proposal, Bid: A complete and properly signed document proposing to do work or provide goods, for the sum(s)
stipulated therein, supported by data called for by the Bid documents.

iii. Offeror, Vendor, Contractor, Bidder: A company, organization or individual who submits a proposal to deliver goods
and/or services — (These terms are interchangeable).

The following terms are interchangeable: The Kenton County Board of Education, The Board, Kenton County School District,
KCSD, The District, Kenton County Schools

The following terms are interchangeable: Solicitation, Request for Proposal, RFP, proposal, Invitation to Bid, Bid
The following terms are interchangeable: Offeror, Vendor, Contractor, Bidder

The following terms are interchangeable: Cost, Price

GOVERNING LAW: The validity, performance, construction, interpretation, and effect of any/all purchases and/or services,
shall be governed by the laws of the State of Kentucky and policies within the Kentucky Model Procurement Code (KRS 45A).
The Board and contractor shall agree to submit themselves to the exclusive jurisdiction of the courts located within Kenton
County, Kentucky, in connection with any cause of action arising from any/all purchases and/or services.

KENTUCKY MODEL PROCUREMENT: The Kentucky Model Procurement Code (KRS 45A), adopted by The Kenton County
Board of Education, shall be deemed incorporated by reference in these specifications as though fully quoted herein. In the
event of any conflict between this Invitation to Bid and the Kentucky Model Procurement Code Regulations, the Kentucky
Model Procurement Code Regulations shall control.

PERFORMANCE BOND: The Board reserves the right to determine the ability of any bidder to perform the work and any
bidder shall, upon request, furnish such information as may be necessary to determine such ability, including performance
bond, if requested.

IRS W-9 FORM: All awarded bidders, as a result of this Invitation to Bid, shall submit a completed IRS W-9 Form within ten
(10) business days of the bid award notification.

CERTIFICATE OF INSURANCE (COIl): All contractors, vendors, or service providers coming onto any of The Board’s location
premises to do work or provide services are required to have insurance and provide a Certificate of Insurance (COl). Insurance
is necessary to cover any claims or losses for which the contract/vendor may be responsible. A COl is a standard form issued
by the insurance company evidencing the insurance information (including policy limits and types of insurance) of its
policyholder.

The following minimum insurance standards shall apply:

1. Worker’'s Compensation: Statutory limits are required.

2. Commercial General Liability Insurance: Including Bodily Injury and Property Damage Liability, Independent
Contractors Liability, Contractual Liability, Product Liability, and Completed Operations Liability in an amount not less
than $1,000,000 single limit per occurrence, and $2,000,000 aggregate.

3. Automobile Liability Insurance: For contractors who will drive on The Board’s property, Automobile Liability in an
amount not less than $1,000,000 per occurrence for bodily injury and property damage, including owned, hired and
non-owned vehicle coverage.

a. For Charter Bus Companies, the minimum Automobile Liability coverage required is $5,000,000.
Vendors and contractors shall name the “Kenton County Board of Education” as an additional insured for the duration of the
contract period. The Offeror agrees that required insurance shall not be cancelled or allowed to lapse during the term of any
awarded contract without prior written notification to The Board.

Certificates of insurance shall be provided upon renewal until the contract period expires or the contract is terminated.

A Certificate of Insurance shall be included with all required bid forms at the time of the bid opening.
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1.7.

1.8.

1.9.

1.10.

1.11.

1.12.

1.13.
1.14.

1.15.
1.16.

1.17.

1.18.

CRIMINAL HISTORY VERIFICATION: The successful bidder certifies that a criminal history background check has been
performed on all employees that may come into contact with KCSD students. Any employees with the following offenses will
not be permitted to have any contact with any KCSD students:
i.  Sex related offense convictions;
ii. Convictions against minors;
iii.  Felony offense convictions against persons or property;
iv.  Alcohol violation convictions within two (2) years from date of check, and no more than two (2) such convictions total;
v.  Drug related offense convictions;
vi.  Deadly weapon-related offense convictions;
vii. A pattern of irresponsible behavior, based upon the background check.

FORCE MAJEURE: Except to the obligation to make payment, any delay in or failure of performance by either party to this
contract shall not constitute a default under this contract nor give rise to any claim for damage, cost, or expense if and to the
extent such delay or failure is caused by an act of God, flood, fire, earthquake or explosion, war, invasion, hostilities, terrorist
threats or acts, riots or other civil unrest, government order of law, actions, embargoes or blockades, national or regional
emergency, or other similar event beyond the control of the delayed or non-performing party. Notwithstanding the foregoing,
a party that is delayed in or prevented from performing for any reason shall promptly notify the other party in writing of the
reason for the non-performance and the anticipated extent of any delay or non-performance and shall take diligent steps to
minimize the adverse impact of the delay or non-performance.

PRICES: All prices quoted and percentage discounts provided are expected to remain firm during the term of the contract.
Price decreases shall become effective immediately as they become effective to the general trade or the Vendor’s

best/preferred customer.

TAXES: The Board’s tax-exempt status applies in accordance with revenue policy 51P370 P370 revised 6/01/1983, and in
accordance with 103 KAR 26.070. A state sales tax exempt certificate, upon request, shall be provided to the awarded bidder.

ORDERING: Orders shall be placed by electronic order entry or by e-mail. NO ORDER shall be accepted without a Kenton
County Board of Education Purchase Order or Work Order.

INVOICE AND PAYMENT TERMS: Invoices and packing slips must list: Purchase Order Number, Order Number, Item Number,
Quantity, Brief Description, Unit Price, and Total.

Invoices shall be submitted to: accounts.payable@kenton.kyschools.us

Payment terms are NET 45 - 60 days.
i.  Payments are made the day following the regularly held monthly Board meeting. The Board attempts to be timely with
all payments but is required to follow all Board policies and procedures for payments.

ii.  Checks/payments are run once a month and are subject to deadlines for the monthly Board meeting. All invoices
received after the check run deadline must wait until the following month for payment.

DELIVERY: The contractor agrees to furnish and deliver the items and/or services within the terms of the contract.

SUBSTITUTIONS: If during the period of the contract a vendor finds it necessary to make substitutions, they must obtain prior
approval from the Purchasing Department.

WARRANTY: Contractor shall make available and honor all manufacturer’s warranties; standard and extended.

MATERIAL SAFETY DATA SHEET (MSDS): Contractor shall provide, upon request, the most recent MSDS information sheets
for any products delivered to any KCSD location.

PENALTIES: In case of default by the contractor, The Board may procure the articles and services from other sources and may
deduct the amount of excess cost so paid from any unpaid balance due to the vendor, and the price paid shall be considered
the prevailing market price at the time such purchase is made.

EQUAL OPPORTUNITY: During the performance of this contract, the contractor agrees to abide by the policies of 41 CFR 60-
1.4(a), which prohibits discrimination against any employee or applicant for employment because of race, color, religion, sex,
sexual orientation, gender identity, or national origin. Moreover, these regulations require that the contractor take affirmative
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1.19.

1.20.

1.21.

1.22.

1.23.

1.24.

1.25.

action to employ and advance in employment individuals without regard to race, color, religion, sex, sexual orientation, gender
identity, or national origin.

K.0.S.H.A STANDARDS AND HAZARD COMMUNICATION STANDARD: If applicable, all materials and services must meet or
exceed K.O.S.H.A (Kentucky Occupations & Safety Health Act) standards and must comply with the O.S.H.A. (Occupational
Safety & Health Administration) Hazard Communication standards 1910.1200.

HOLD HARMLESS: Contractor agrees to indemnify and hold The Board harmless from any and all claims for death or injury to
contractor’s personnel arising while such personnel are on premises owned or controlled by The Board in connection with the
performance of this order, and contractor shall maintain Worker’s Compensation Insurance and Employees Liability insurance
in the minimum amount of $100,000 dollars (unless otherwise specified within the contract) covering all personnel while on
The Board’s premises.

KENTUCKY RESIDENT BIDDER RECIPROCAL PREFERENCE: In accordance with KRS 45A.494, a Kentucky resident bidder shall
be given preference against a non-resident bidder registered in any state that gives or requires a preference to bidders from
that state. The preference shall be equal to the preference given or required by the state of the non-resident bidder.

LOBBYING: Contractors that apply or bid for an award exceeding $100,000 must file the required certification pursuant to
the Byrd Anti-Lobbying Amendment, 31 U.S.C. 1352, and the New Restrictions on Lobbying.

LEGAL AND CONTRACTUAL REMEDIES: The Board, or its designee, shall have authority to determine protests and other
controversies of actual or prospective bidders, offerors, or contractors in connection with the solicitations or selection for an
award of contract. Any actual or prospective bidders, offerors, or contractors aggrieved in connection with solicitation or
selection for an award of contract may file protest with the Executive Director of Operations of The Board. A protest or notice
of other controversy regarding the solicitation must be filed prior to opening. A protest or notice of other controversy regarding
an award must be filed promptly within fourteen (14) days after the award. All protests or notices of other controversies must
be in writing and addressed to:

The Kenton County Board of Education

ATTN: Executive Director of Operations

2044 Tuscanyview Dr.

Covington, KY 41017

The Board, or its designee, shall issue a decision in writing. A copy of that decision shall be provided to the aggrieved party and
shall state the reasons for the action taken. The decision of The Board shall be final and conclusive.

CORRECTIVE ACTION REQUEST (C.A.R.): When an incident occurs with a contracted vendor that The Board deems
unacceptable, The Board may issue a C.A.R. to the vendor. The procedure is as follows:

1. The Board’s Purchasing Department will issue a written C.A.R to the vendor in question detailing the incident,
problem(s), and/or issue(s) relating to the contract. The vendor may have up to fourteen (14) days from the date of the
issue to respond in writing.

2. The Board’s Purchasing Department will review the vendor’s response, evaluate it, and determine whether or not the
proposed solution is suitable to The Board.

3. Once the written response received from the vendor is deemed suitable by The Board’s Purchasing Department, The
Board will issue a C.A.R. response detailing the action proposed by the vendor and agreed upon by The Board.

4. If the written response received from the vendor is deemed unsuitable by The Board’s Purchasing Department, The
Board will issue a C.A.R. response defining what action will be taken. The Board may revoke the contract and refuse
potential bids from the vendor until such a time is deemed suitable by The Board.

5. If The Board’s Purchasing Department does not receive a response from the vendor, the contract shall be dissolved and
considered null and void. In addition, the vendor may not bid on future contracts for three (3) years

TERMINATION: Contracts may be terminated by The Board at any time with a thirty (30) days written notice or upon the
discretion of the Board, in a shorter period, if the terms of the contract are violated.
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1.26.

1.27.

1.28.

1.29.

THE FOLLOWING TERMS ARE SPECIFIC TO STUDENT NUTRITION AND/OR FEDERAL FUND CONTRACTS ONLY:

SUSPENSION AND DEBARMENT: When applicable, contractor understands that a contract award must not be made to parties
listed on the government wide exclusions in the System for Award Management (SAM), in accordance with the OMB guidelines
at 2 CFR 180 that implement executive orders 12549 (3 CFR part 1986 Comp,. p. 189) and 12689 (3 CFR part 1989 Comp., p.
235), “Debarment and Suspension”.

By signing and submitting a bid or proposal, contractor certifies as follows:

This certification in this clause is a material representation of fact relied upon by The Kenton County Board of Education. If it is
later determined that the contractor knowingly rendered an erroneous certification, in addition to remedies available to the
Kenton County Board of Education, the Federal Government may pursue available remedies, including but not limited to
suspension and/or debarment. The contractor agrees to comply with the requirements of 2 CER 180 .220 while this offer is valid
and throughout the period of any contract that may arise from this offer. The contractor further agrees to include a provision
requiring such compliance in its lower tier covered transactions.

CLEAN AIR/CLEAN WATER: When applicable, the contractor agrees to comply with all standards, orders, or regulations
issued pursuant to the Clean Air Act, as amended, 42 U.S.C. §§ 7401 et seq. and the Federal Water Pollution Control Act, as
amended, 33 U.S.C. §§ 1251 et seq. The contractor agrees to report each violation to the United States Department of
Agriculture (USDA) and the appropriate Environmental Protection Agency (EPA) Regional office.

COST REIMBURSABLE CONTRACTS: The following conditions apply to cost reimbursable contracts:
i. Allowable costs will be paid from the non-profit school food service account to the contractor net of all discounts,
rebates, and other applicable credits accruing to or received by the contractor or any assignee under the contract, to
the extent those credits are allocable to the allowable portion of the costs billed to the school food authority;

ii.  The contractor must separately identify for each cost submitted for payment to the School Food Authority (SFA) the
amount of that cost that is allowable (can be paid from the non-profit school food service account) and the amount that
is unallowable (cannot be paid from the non-profit school food service account);

iii.  The contractor must exclude all unallowable costs from its billing documents and certify that only allowable costs are
submitted for payment and records have been established that maintain the visibility of unallowable costs, including
directly associated costs in a manner suitable for contract cost determination;

iv.  The contractor’s determination of its allowable costs must be made in compliance with the applicable Departmental
and Program regulations and Office of Management and Budget cost circulars;

v. The contractor must identify the amount of each discount, rebate and other applicable credit on bills and invoices
presented to the SFA for payment and individually identify the amount as a discount, rebate, or in the case of other
applicable credits, the nature of the credit. If approved by the State agency, the SFA may permit the contractor to report
this information on a less frequent basis than monthly, but no less frequently than annually;

vi.  The contractor must identify the method by which it will report discounts, rebates and other applicable credits allocable
to the contract that are not reported prior to conclusion of the contract;

vii.  The contractor must maintain documentation of costs and discounts, rebates, and other applicable credits and must
furnish such documentation upon request to the SFA, the state agency, or the Department.

Prohibited expenditures — no expenditure may be made from the non-profit school fund service account for any cost resulting
from a cost reimbursable contract that fails to include the requirements of this section, nor may any expenditure be made from
the non-profit contractor receiving payments in excess of the contractor’s actual net allowable costs.

BUY AMERICAN: When applicable, vendor must comply with the William F. Goodling Child Nutrition Reauthorization Act of
1998 (Buy American Act, 7 CFR 210.21.d) which requires schools and institutions participating in the National School Lunch
Program (NSLP) and School Breakfast Program (SBP) in the contiguous United States to purchase, to the maximum extent
practicable, domestic commaodities or products for use in meals serviced under the NSLP and SBP.

Buy American definition of domestic commodity or product:
The term “domestic commodity or product” means — (i) An agricultural commodity that is produced in the United states; and
(ii) A food product that is processed in the United States substantially using agricultural commodities that are produced in the
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United States. “Substantially” means over 51 percent of the final processed product consists of agricultural commodities that
were grown domestically.

Products from Guam, American Samoa, Virgin Islands, Puerto Rico, and the Northern Mariana Islands are allowed under this
provision as territories of the United States. The Buy American Act (7 CFR 210.21(d)) is one of the procurement standards SFAs
must comply with when purchasing commercial food products serviced in the school meal programs.

ALL Products that are normally purchased by the contractor as non-domestic and proposed as part of this solicitation must be
identified with the country of origin. Contractor shall outline their procedures to notify the school when products are
purchased as non-domestic. Any substitution of a non-domestic product for a domestic product (which was originally part of
the solicitation) must be approved, in writing, by the Food Service Director, prior to the delivery of the product. Any non-
domestic product delivered to the school, without prior written approval from the Food Service Director, will be rejected.

Contractor must affirm their willingness to assert their best and reasonable efforts to ensure compliance with this Federal rule.
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2. GENERAL BID INSTRUCTIONS

2.1.

2.2,

2.3.
2.4.

2.5.

2.6.

2.7.

2.8.

ACCEPTANCE OF BIDS & AWARDING OF CONTRACTS: The Board reserves the right to accept any bid, to reject any or all bids,
and/or to waive any irregularities or informalities in bids received where such acceptance, rejection, or waiver is considered
to be in its best interest. The Board also reserves the right to reject any bid where evidence or information submitted by the
bidder does not provide satisfactory proof that the bidder is qualified to carry out the details of the contract. The Board shall
have the right to bid specific items if it is in the best interest of The Board.

Contracts may be awarded on an item, group, or total basis; whichever is deemed to be in the best interest of The Board.

The Board reserves the right to make multiple awards to two or more companies on the same item or similar item.

Awarding of this bid in no way guarantees the purchase of any items and/or services. The Board reserves the right to purchase
specific items and/or services from other suppliers, in the event that a lower price is found.

BID DOCUMENT REQUIREMENTS:
i.  All proposals shall be submitted on the “Bid Form”, found in section 6 of the bid documents.
e All blanks and information requested are to be completed on the “Bid Form” in order to qualify the bid.
e Do not bid any special grouping other than those listed herein.

ii.  Conflict of Interest Form shall be signed, dated, and received with the bid in order for the bid to be considered.

iii. Required Affidavit for Bidders, Offerors, and Contractors Claiming Resident Bidder Status shall be completed by
Kentucky bidders only.

ADDENDA: The Board may issue addenda to the bid after its release.

BIDS:
i Any bids received after the scheduled time of opening will not be opened.

ii. No bid can be corrected, altered, or signed after being opened. The Board shall not be responsible for errors or
omissions on the part of bidders in the creation of their bids. Any bids received unsigned shall be rejected.

iii. All regular bids must be submitted in accordance with specifications on the Bid Form supplied with this invitation. The
submission of a bid on the Bid Form certifies that the product meets any and all specifications except as noted in
Section 5 of the bid documents.

TABULATIONS: Tabulations will be calculated by the Purchasing Department. Each qualified bidder will be provided a formal
tabulation after The Board has taken official action. Until such time, bidders are requested not to contact the Purchasing
Department for Tabulations. Board meetings are held on the first Monday of each month, unless otherwise specified.

PRICES: All prices/proposals quoted must be firm for a maximum of sixty (60) days from the bid opening date to allow
acceptance by The Board. The bidder may withdraw a proposal, without prejudice, prior to the opening date.

Bid prices shall remain firm per the “Terms & Conditions” for the entire contract period and shall include delivery and all other
costs required by this bid invitation. Special charges, surcharges, and delivery charges must be built into the bid price at the
time of the bid or listed under “Exceptions” on the Bid Form. Unless otherwise specified, prices shall be Free on Board (F.0.B.)
DESTINATION, which means delivered to a Board service location designated delivery point, as defined in Section 3 of the bid
documents, without additional charge.

FUEL SURCHAGES, MILEAGE, and/or MISCELLANEOUS CHARGES: Awarded bidder(s) may not add fuel surcharges, mileage
charges, or other miscellaneous charges to invoices. All charges must be included in the bid price(s) or specified under
“Exceptions” in Section 5 of the bid documents.

SPECIFICATIONS: Specifications are attached and part of this proposal. All materials or services furnished must be in
conformity with the specifications and will be subject to inspection and approval of the Purchasing Department. The right is
reserved to reject and return, at the risk and expense to the supplier, any item that may be defective or fail to comply with
these specifications.
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2.9.

2.10.

2.11.

2.12.

2.13.

2.14.

2.15.

The Board reserves the right to waive compliance of any material or services with any particular specification where such
waiver is considered to be in its best interest, including but not limited to cases where such waiver is necessary due to technical
errors or inconsistencies in preparation of such specifications.

PRODUCT EVALUATION: Items will be disqualified that do not meet specifications or the accepted equal. If a product is
purchased and it is later established that said product fails to comply with the specifications and conditions, the item will be
rejected and returned to the supplier at the supplier’s expense. No item shall be considered satisfactory that does not conform
to our usual accepted methods, use, application, storage, handling, and delivery. The decision concerning the satisfactory use
and performance of any item on this bid shall be that of the educational and business staff of The Board.

SAMPLES: Samples may be required to assist in making decisions for awarding of contracts. The samples must be furnished
by the time and date specified for the bid opening. Failure to furnish samples may disqualify the bid.

Samples shall be representative of items on which the bid is submitted and will be checked as deemed necessary by The Board
for compliance with the specifications outlined herein. Samples are to be properly marked for identification and must indicate
the supplier’s name and the corresponding item number as indicated on the Bid Form. Samples are to be mailed or delivered
to:

Kenton County Board of Education

ATTN: Purchasing Department

2044 Tuscanyview Dr.

Covington, KY 41017

All samples are to be furnished without cost to The Board with the right reserved to mutilate, consume, or destroy such samples
if considered necessary for testing purposes.

Samples will become property of The Board unless claimed within 10 business days after the bid is awarded.

BRAND NAMES: The brand or trade name, manufacturer’s name, and/or catalog number must be listed in the column

provided. If bidder fails to indicate brand or trade name, where requested, the item and bid may be disqualified.

DESCRIPTIVE LITERATURE AND/OR MANUFACTURER’S SPECIFICATIONS: The Board reserves the right to waive any
discrepancies or inconsistencies between the submitted manufacturer’s descriptive literature and/or specifications and the
requirements of this Invitation to Bid, if:

i.  The bidder submits a sample which conforms to all material requirements of this Invitation to Bid;

ii.  Or the bidder certifies to the Board that they can supply products which conform to all material requirements of this
Invitation to Bid.

Note: descriptive literature and/or manufacturer’s specifications should not be submitted unless expressly requested.

OR EQUAL: Whenever the words “Or Equal” appears, they shall be interpreted to mean an item of material or equipment
equal in quality to that named in the Bid Specifications and/or Bid Form and which is suited to the same use and capable of
performing the same function with at least equivalent efficiency, as that named.

Descriptive literature is to be furnished for all “OR EQUAL” item(s) which are submitted on bids. Bidder must attach
descriptive literature providing detailed information about each “OR EQUAL” item so that it can be fully determined if the
unit is truly a direct substitution. In the event the descriptive literature is not provided, the bid will be rejected on the basis
that no descriptive literature was provided as required.

EXCEPTIONS: Any exceptions to the Terms and Conditions, General Bid Instructions, and/or Bid Specifications must be
documented by referencing the applicable paragraph(s) and explained in detail, as defined in Section 5 of the bid documents.
If no exceptions are requested, it will be assumed that the bid meets all Specifications and Terms and Conditions as stated in
the bid documents.

FAILURE TO RESPOND: Businesses that have previously indicated interest to bid, and fail to respond to “Invitations to Bid” or
notices of availability on two (2) consecutive procurements of similar items and/or services, may be removed from the
applicable mailing list.
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POSSIBLE SERVICE LOCATIONS

Beechgrove Elementary
1029 Bristow Rd.
Independence, KY 41051 (DOCK)

White’s Tower Elementary
2977 Harris Pike
Independence, KY 41051 (NO DOCK)

Northern KY Youth Development Center
15600 Turner Rd.
Crittenden, KY 41030 (NO DOCK)

Caywood Elementary
3300 Turkeyfoot Rd.
Edgewood, KY 41017 (DOCK)

Summit View Academy
5006 Madison Pike
Independence, KY 41051 (DOCK)

KCAIT (The Academies)
3234 Turkeyfoot Rd.
Edgewood, KY 41017 (NO DOCK)

Ft. Wright Elementary
501 Farrell Dr.
Ft. Wright, KY 41017 (DOCK)

Turkey Foot Middle School
3230 Turkeyfoot Rd.
Edgewood, KY 41017 (DOCK)

KCSD Support Operations Center
KCSD Bus Garage

11800 Taylor Mill Rd.
Independence, KY 41051 (DOCK)

R.C. Hinsdale Elementary
440 Dudley Rd.
Edgewood, KY 41017 (NO DOCK)

Twenhofel Middle School
11846 Taylor Mill Rd.
Independence, KY 41051 (NO DOCK)

KCSD Central Office
2044 Tuscanyview Dr.
Covington, KY 41017 (NO DOCK)

Kenton Elementary
11246 Madison Pike
Independence, KY 41051 (DOCK)

Woodland Middle School
5399 Pride Parkway
Taylor Mill, KY 41015 (DOCK)

KCSD Bus Garage- North
2550 American Ct.
Crescent Springs, KY 41017 (DOCK)

Piner Elementary
2845 Piner Ridge Rd.
Morning View, KY 41063 (NO DOCK)

Dixie Heights High School
3010 Dixie Hwy.
Edgewood, KY 41017 (DOCK)

River Ridge Elementary
2772 Amsterdam Rd.
Villa Hills, KY 41017 (DOCK)

Scott High School
5400 Pride Parkway
Taylor Mill, KY 41015 (DOCK)

Ryland Heights Elementary
3845 Stewart Rd.
Ryland Heights, KY 41015 (NO DOCK)

Simon Kenton High School
11132 Madison Pike
Independence, KY 41051 (NO DOCK)

Taylor Mill Elementary
5907 Taylor Mill Rd.
Covington, KY 41015 (DOCK)

Ignite Institute
37 Atlantic Ave.
Erlanger, KY 41017 (DOCK)
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4. BID SPECIFICATIONS & SPECIAL CONDITIONS

4.1. AWARD & SCOPE
The Kenton County Board of Education is requesting proposals to supply graduation sundries/services for its high schools.
This is a “Requirements” contract to provide a ready source of sundry graduation products, to include but not necessarily be
limited to Caps, Gowns, Hoods, Stoles, Diplomas, Graduation Announcements, and Accessories on an “as needed” basis. The
Board has a total graduating class of approximately 1,150 students. The Board reserves the right to award to a primary and
secondary vendor(s). The Board reserves the right to award separate contracts for Option 1(Graduation Sundries), and
Option 2(Diplomas, Honor Stickers, and Covers) if it is deemed in the best interest of the Board.

4.2. QUANTITIES
The exact number of items required will be governed by actual needs. Parents and/or students of The District will only be
obligated, under this contract, to the extent of orders issued and materials received/ordered. The resultant contract(s) will be
used as the primary source(s) for the requirements specified herein.

4.3. CONTRACT ADMINISTRATOR/TECHNICAL POINT OF CONTACT
The following employees of The Kenton County School District are identified to use all powers under the contract to
enforce its faithful performance:

o CONTRACT ADMINISTRATOR:
As the Contract Administrator, the following individual(s), or his designee, shall serve as the interpreter of the
conditions of the contract and shall use all powers under the contract to enforce its faithful performance:
Cinda Roberts, Purchasing Agent, cinda.roberts@kenton.kyschools.us or 859-957-2630

e TECHNICAL POINTS OF CONTACT:
The school principal and/or designee shall work directly with the Contractor on a daily basis in scheduling,
coordinating, and providing general direction under the resulting contract.

4.4. OWNERSHIP OF ARTWORK AND INTELLECTUAL PROPERTY + FREE OF CHARGE

All artwork, designs, layouts, logos, proofs, and digital files created, developed, or produced, including custom
artwork, by the awarded vendor(s) under this contract shall be considered a "work made for hire" and shall become
the sole and exclusive property of the District. Upon completion of the project, termination of the contract, or
request by the District, the vendor shall deliver all final artwork and original, editable source files (e.g., Adobe
lllustrator, Photoshop, or high-resolution vector files) to the District at no additional cost. The vendor retains no
rights to reuse, sell, copyright, or license these designs to any third party without the express written consent of the
District. All artwork, graphic designs, proofs, logos, and digital layouts created or modified under this contract shall
be provided by the vendor free of charge (at no additional cost to the District).

4.5. ENTIRE AGREEMENT AND PROHIBITON OF VENDOR TERMS

Once awarded, this Contract constitutes the entire agreement between the parties. The School District shall not be
bound by, nor required to sign, any additional contractor or vendor agreements, terms of service, end-user license
agreements (EULAs), or click-through terms. No other contractor or vendor-provided documents, including order
forms, terms and conditions, or digital click-wrap agreements, will be signed or accepted by individual schools or
district personnel. In the event of any conflict between this Contract and any vendor-generated document, the
terms of this Contract shall strictly prevail. Any modifications or additions proposed by the vendor are expressly
rejected unless formally incorporated via a written amendment signed by the District's authorized purchasing
official.
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4.6.

4.7.

4.8.

PROPOSAL PREPARATION AND REQUIREMENTS

1. RESPONSE:
In order to be considered for selection, Bidders must submit a complete response to this RFP. One (1) original
of each proposal shall be submitted to The Board. No other distribution of the proposal shall be made by the
Bidder.

2. PROPOSAL PREPARATION:
e Proposals shall be signed by an authorized representative of the Bidder. All information requested must
be submitted. Mandatory requirements are those required by law or regulation or are such that they
cannot be waived and are not subject to negotiation.

e Proposals shall be prepared simply and economically, providing a straightforward, concise description of
capabilities to satisfy the requirements of the Bid. Emphasis shall be on completeness and clarity of
content.

e Each copy of the proposal shall be bound or contained in a single volume where practical. All
documentation submitted with the proposal should be contained in that single volume.

e Ownership of all data, materials and documentation originated and prepared for The Board pursuant to
the Bid shall belong exclusively to The Board.

e All blanks and information requested are to be completed on the Bid Form(s) in order to qualify the bid.
Do not bid any special grouping other than those listed herein.

SUBMITTALS, EVALUATION, AND AWARDING OF CONTRACT(S)

Proposals shall be as thorough and detailed as possible so that The Kenton County School District staff may properly evaluate
the Bidder’s capabilities to provide the required services. Proposals must be submitted on 8 4” x 11” paper, and prepared
simply and concisely. Elaborate artwork, expensive paper, bindings, visual, and presentation aids are not required. Bidders
are required to submit the following items as a complete proposal due at the date and time of the sealed bid opening:

e The return of the “Bid Form”, signed, dated, and filled out as required.
e Complete Reference Sheet & Bid Submittal Checklist, to include a minimum of three (3) school systems.
e A written “Quality of Service” proposal (Maximum 5 Pages) see below for details.

e Samples as indicated below:
e Bidder shall include a sample Cap, Gown, Tassel, Stole, Cord, Announcements (2 and 3-fold) w/Envelopes,
Memory Book, Thank You Note, Envelope Seals, Class Key Chain, Name Cards, Diplomas, Diploma Cover.
e Signed and dated Conflict of Interest form.
e Sample Order Form
e Sample Catalog/Sample Packet of all merchandise/materials intended to be offered for purchase.

e Sample of End of Year Statement.

EVALUATION
Proposals will be evaluated based on the following criteria, totaling to 100 points:

Overall Cost — 60 Points
The overall cost figure shall be arrived at by awarding the low bidder a score of sixty (60) points. The other bidders shall be
awarded a percentage of the total using the low-priced bidder as the baseline.

Perceived Quality of Product — 20 Points
Board employee(s) will be asked to provide a subjective score from 0 -10 based on the overall perceived quality of the samples
and options (on announcements) provided from each bidder

Perceived Quality of Service — 10 Points
From a written service proposal (3-page maximum), an overall score of 0-10 shall be awarded to each bidder. This score shall
be subjective based upon the perceived level of service offered including objectives:
e Program services and the scope of these services
e Implementation strategies including a timeline, on-line capabilities, how our account would be maintained,
estimated number of visits per location and what would be accomplished per visit, employees assigned to our
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account including training & qualifications, procedures for late delivery, discounts and incentives, and normal
appointment availability, etc.

References-10 Points

A list of three (3) school district or college/university references shall be supplied with the proposal. Include reference Name,
District or College/University information, Title, a valid email, and phone number for each reference. Each reference will be
contacted and asked to provide a score on a scale of 0-10. The three scores will be averaged together to give a final score. If a
bidder is greater than ten (10) points from the lead bidder, the bidder’s references shall not be contacted. If The Board has
had experience with the bidder in the past five (5) years, The Board reserves the right to award this score solely without
contacting provided references.

4.9. SERVICE REQUIREMENTS

1. DELIVERY/DISTIBUTION:

All order distribution shall be conducted by the Contractor. Delivery of all materials shall be made in coordination
with each individual school principal or his/her designee.

The Contractor shall have a minimum number of three (3) personnel to make delivery and distribution to the
students at the school.

2. ORDERS/RETURNS:

The contractor shall have one (1) online ordering website/platform that is easily searchable and discoverable on the
internet without requiring special barcodes, QR codes, proprietary mobile applications, or restricted access links.
The general public shall have the ability to access the system without requiring pre-registration or login credentials
simply to view the catalog, and the platform must be fully functional across standard laptop and mobile browsers.
The specific web address (URL) for the online ordering platform shall remain identical and unchanged for the
entire duration of the contract term. Any proposed modification to the website address must be requested in
writing and approved by the KCSD Purchasing Department at least sixty (60) days prior to the planned change.

The Contractor shall provide comprehensive, electronic tracking information for all District orders from the point of
fulfillment through final delivery. Tracking details (including carrier information and tracking numbers) shall be
supplied to the District’s purchasing representative within twenty-four (24) hours of shipment.

All clerical and accounting procedures will be the responsibility of the Contractor. Each school shall be provided an
accounting of all sales ordered under this resulting contract with an itemized breakdown.

The Contractor shall take orders for at least one (1) day to be completed by the date specified by the school
principal. At least one (1) “Parent Night” shall be an option for each school. It will be the decision of the individual
school to arrange “Parent Night”. Scheduling of all order taking must be arranged with each individual school.
Orders shall be taken in sufficient time to allow for delivery to take place and have any discrepancies resolved.

The Contractor shall provide a receipt to each student containing the company’s and student’s name, date, complete
description (e.g. size, color, weight, etc.) and amount of monies received. This shall be provided to the
parent/student at the point of sale and/or on the order date.

The Contractor shall provide adequate personnel during the order taking sessions to assist in taking orders, sizes (if
required), and answer questions.

The Contractor shall provide brochures explaining the cost and ordering procedures. All handling fees and
shipping/delivery charges are to be included in the bid prices printed on brochures, no extra charges shall be
allowed. The brochures are to be distributed to the students at least two (2) weeks prior to the first day of
ordering.

All Website Stores and Brochures (any/all printed materials) shall be provided to and pre-approved by the KCSD
Purchasing Department, as well as the school principal, at least two (2) weeks prior to the store going “live” or
distributing to students.

The Contractor may charge a nominal late fee not to exceed $10.00 for late orders placed after a mutually
agreeable deadline. All additional charges must be pre-approved by the KCSD Purchasing Department.

The Contractor shall provide gowns and hoods to each school’s faculty at no charge and/or loan gowns and hoods
to the school at no charge. No more than ten (10) gowns and hoods shall be provided to each school per year.
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10.

11.

e Refunds shall be issued on any order that is not personalized. Refunds shall be granted upon the merit of
student(s) not meeting graduation requirements. Graduation sundries shall be exchanged for a different school if
student transfers to a different school after the order has been placed (e.g., a Scott student transfers to Dixie in
March of their graduation year.)

e The Contractor shall donate ten (10) “Basic Packages” (cap, gown, tassel, and stole) to each school per year to
cover underprivileged seniors.

o The awarded vendor shall be responsible for the handling of all monies and product distribution including on-
time and late orders. No school personnel shall have any role in the distribution of product and the collection of
any/all monies for products under this agreement.

PROOFS:
The awarded vendor shall supply physical material samples and color swatches for selection. Production shall not
commence until the District has provided written approval of both the color samples and the product layout proof.

END OF YEAR STATEMENT(S):

The Bidder shall provide a sample of proposed annual reports (an accounting of all graduation sundries) and all
distribution ordering literature. The report shall include, but not be limited to the following-Student Name, School,
Item/PN, Item Description, Quantity, and Unit Price, in a Microsoft Excel format. It shall be the awarded contractor’s
responsibility to provide the annual reports to the KCSD Contract Administrator within three (3) weeks of the end of
the school year without request from the District.

CATALOG:

All products offered to The Kenton County School District shall be shown in the Bidder’s catalog. Prices shall be
provided to The Kenton County School District along with the Bid by the sealed bid opening date on all such
merchandise.

DISPUTES:
Any dispute that may result from the sale, delivery, warranty, design, or for any reason involving the contract shall be
resolved by the Contract Administrator.

TELEPHONE NUMBER(S):

The Contractor shall provide a local and/or a toll-free telephone number of school account representative and plant
representative that can be called by school staff, students, and parents. Failure to return calls resulting in complaints to
the High Schools and/or the Kenton County School District Central Office shall be a direct violation of bid requirements.

PACKAGING AND MARKETING:
All graduation items delivered to the student, by the Contractor, shall be individually packaged with the student’s name
placed on the outside of the package.

All marketing materials shall be printed at the contractor’s expense. All printed materials shall be approved by the KCSD
Purchasing Department as well as each Building Principal. All bid pricing available through this solicitation shall be
highlighted and prominently displayed in the Website Store and in any printed materials.

LOST OR DAMAGED GOODS:
The schools will not be held responsible for lost or damaged goods left by the Contractor.

CONTRACT AWARD DOCUMENT:
The Board will award a contract referencing all related documents corresponding to this solicitation. Under no
circumstances will The Kenton County School District sign or execute any subsequent vendor form.

PROPOSAL PRICES:

e Bid prices shall be firm and fixed throughout the contract period. State sales tax shall not be included in bid prices.
Any items purchased directly by the Board of Education (diplomas, covers, cords, etc.) shall not include state sales
tax. No extra charges shall be allowed.

o The proposal prices shall be All-Inclusive. The prices submitted shall cover everything required to fully execute and
deliver the items and services from start to finish, with complete delivery of services and shall include all applicable
fees, i.e., shipping, handling, packaging, postage, etc. Extra charges will not be allowed.

e Prices listed on the Bid Form shall not include State of Kentucky Sales Tax.
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12,

13.

14.

15.

16.

17.

18.

19.

20.

21.

COORDINATION OF SERVICES:
The Contractor shall plan and coordinate the delivery of services with the individual school principal or his/her
designee. All meetings shall be approved by the school designee.

METHOD OF PAYMENT:

The Contractor (vendor) shall be paid on the basis of invoices submitted directly to the parents/students. The
contractor is responsible for billing the parents or students directly, rather than sending a consolidated bill to the
school district or purchasing department. The burden of collecting payments, managing late fees, or handling bounced
payments falls entirely on the vendor, not the school administration.

Board and/or School orders for diplomas, diploma covers, special cords and stoles, etc. shall be paid with a Board or
School Purchase Order and 1.12 Invoice and Payment Terms in the Terms and Conditions shall apply.

REQUESTED DIPLOMA CHANGES & FORMULATION OF SCHOOL CREST:
Prior to printing, it shall be the responsibility of the awarded Bidder to make requested changes to diplomas and
develop a school crest for any Kenton County School at no charge.

REFUNDS AND RETURNS:

Refunds shall be issued on any order that is not personalized. Refunds shall be granted upon the merit of student(s)
not meeting graduation requirements. Graduation sundries shall be exchanged for a different school if student
transfers to a different school after the order is placed.

ORDER FORMS AND GRADUATION SUNDRIES ASSEMBLIES:

The Bidder shall design an order form for graduation sundries that places the "Basic Package" at the top of the document.
This package shall consist strictly of one (1) soft cap, one (1) gown, one (1) embroidered stole, and two (2) tassels. It is the
sole responsibility of the awarded representative to market and communicate to families that only these are the only items
essential for graduation.

To minimize the amount of time students are out of class, only one assembly shall be called during the school year for the
distributing of graduation item ordering information. Additional packets shall be left at the school for students unable to
attend.

PRIME CONTRACTOR RESPONSIBILITIES:

The Contractor shall be responsible for completely supervising and directing the work under this contract and all
subcontractors that they may utilize, using their best skill and attention. Subcontractors who perform work under this
contract shall be responsible to the prime Contractor. The Contractor agrees to be fully responsible for the acts and
omissions of their subcontractors and of persons employed by them as they are for the acts and omissions of their own
employees.

QUALIFICATIONS OF CONTRACTORS:

The KCSD may make such reasonable investigations as deemed proper and necessary to determine the ability of the
Bidder to perform the work/furnish the item(s), and the Bidder shall furnish to The KCSD all such information and data
for this purpose as may be requested. The KCSD further reserves the right to reject any proposal if the evidence
submitted by, or investigations of, such Bidder fails to satisfy The KCSD that such Bidder is properly qualified to carry
out the obligations of the contract and to complete the work/furnish the item(s) contemplated therein.

GRADUATION CEREMONY RESPONSIBILITIES:

It shall be the responsibility of the Contractor to be present at each school’s graduation ceremony. The Contractor
shall bring additional caps, gown, and tassels to accommodate any type of emergency. The Contractor shall also bring
double sided tape to anchor the stoles.

QUANTITIES:
The quantities specified in this bid are estimates only to be used for evaluative purposes. Orders shall be placed on an
as needed basis only by the KCSD, the school(s), and/or the students.

REPRESENTATIVE:

Each school shall be appointed a representative who shall be personally responsible and present at all related
meetings/occasions. If it is not possible to be present, they shall contact the Building Principal and the Purchasing
Agent 48 hours prior to meeting for approval to send a substitute.
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4.10. CAPS, GOWNS, HOODS, AND STOLES
Upon request, the awarded vendor shall supply a physical sample proof of the complete graduation package for review and
approval before production begins.
1. SOFT CAPS:
e Caps shall be styled in the traditional academic styling.

e Board shall be white polyethylene foam with a minimum size of 9” x 9” and %4” thick.

e A cap button shall be provided on the top of the cap, covered with the same material as the cap.

e Caps shall have a full cut crown.

e Caps sizes shall be elastic and adjustable to accommodate different size crowns.

e The Bidder shall provide a full-sized detachable tassel approximately fifteen (15) inches long of a contrasting or
matching color attached to the cap by looping over cap button in center. The tassel shall consist of sixty-four (64)
strands. Metallic date bands, symbolic in nature with the year of graduation shall be included.

2. GOWNS:

e Gowns shall be manufactured from a 100% poly satin summer weave material.

e Gowns shall have lightweight yoke for coolness and fit.

e The front of the gown shall be fully pleated.

o Ample fullness in the body and sleeves shall be provided to allow for smooth draping appearance and sizing.

e Gowns shall be in at least twelve (12) sizes in increments of two (2) inch of back length. Sizes shall be from 5’0" to
6’10". A size to fit individuals of extraordinary build also must be made available.

3. STOLES:

e Stoles shall be constructed of a satin material. Colors may vary by school.

e Stoles shall be embroidered in the school’s colors for the entire graduating class. The school’s initials will be
embroidered on one side of the stole. Colors may vary by school.

e Honor Stoles-Gold, Silver, and Bronze stoles shall be provided for honor students. Honor stoles will be embroidered
with school’s initials on one side of the stole.

e Governor’s Scholar Stoles-Yellow (GSP), Light Blue (GSA), Ming (GSE). Other colors may vary.

4. FACULTY HOODS:
e Hoods shall be constructed of 100% poly satin summer weave material.
e Hood shall be patterned after traditional academic styling.
e Hood lining colors and arrangement shall be indicative of school awarding the degree.
e Up to ten (10) faculty hoods shall be provided, as needed, free of charge per year of the contract.

5. FACULTY GOWNS:
e  Faculty gowns shall meet the specified requirements listed above and be black in color.
e Up to ten (10) faculty gowns shall be provided, as needed, free of charge per year of the contract.

4.11. HONOR CORDS-Single and Double
e The length of the honor cords shall be a minimum of 50 inches without the tassel.

e The length of each tassel shall be a minimum of 4 inches.
e The cord shall be three (3) ply twisted together. The thickness of the cord shall be a minimum of %4” in thickness.

e Double honor cords shall be 2 cords tied together in a knot at neck.

e Colors may vary by school and/or honor.
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4.12. GRADUATION ANNOUNCEMENTS

The Bidder shall provide Graduation Announcements in accordance with the following minimum specifications:

White Vellum Paper is used for all three schools (Dixie Heights, Scott and Simon Kenton). Premium Sulphite, acid

free, archival, basis weight is 30#, caliper is 6.4, felt is 250, brightness is 90 and opacity is 90. The Announcements

may be two or three-fold. The Announcements may vary from year to year. Samples/sample book showing

possible options based upon the pricing for the specification listed should accompany your proposal. Each school

has the option to make selections based upon the specification listed or the sample options presented.
Announcements shall have an engraved special seal in large size, including matching envelopes, tissue paper
inside, and slits for name cards. The Bidder shall provide an instruction letter and provide a poster to advertise the
date announcements are available.

For text and etchings: Fine-line thermograph raised text print. Clear and sharp impressions
For seal or crest: A genuine engraved seal or crest in gold engraving ink (Silver is also available) with additional

background colors in foil or engraving process (as required).

Upon request, the awarded vendor shall supply a physical sample proof of the graduation announcements for
review and approval before production begins.

The leaf colors matching universal PMS numbers are:

1.

2.

3.

DIXIE HIEGHTS HIGH SCHOOL:
i. Panton Red 485 leaf color
ii. Silver engraved crest with Pantone 485 background leaf
iii. Pantone Black 03 ink for fine line etching and text
v. Flemish 16 pt. font
SCOTT HIGH SCHOOL:
i. Pantone 306 (blue) leaf on design
ii. Silver engraved crest with Pantone 306 background leaf
iii. Pantone Black 03 ink for text
iv. Lucia 16 pt. font
v. Raised panel on paper
SIMON KENTON HIGH SCHOOL:
i. Pantone Reflex Blue leaf on design
ii. Pantone Black 03 ink for etching
iii. Pantone Reflex Blue ink for text
iv. Zaph Chancery 14 pt. font for text
v. Silver engraved crest with Pantone Reflex Blue background leaf

4.12. GRADUATION ACCESSORIES

The Bidder shall provide the following graduation accessories:

Name Cards, standard and foil
Basic Padded Memory Book
Thank You Notes

Envelope Seals

Class Key Ring

4.13. DIPLOMAS AND COVERS

All diplomas shall have the following minimum specifications:

A representative from the successful company shall meet individually with a representative at each school to confirm
information, color, amounts, school crests, etc.

Service shall be prompt and dependable.
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4.14. DIPLOMAS-

Shipments shall be made directly to the school listed on the purchase order.
Each school will require two (2) styles of diplomas: a traditional diploma and an alternative diploma.
Upon request, white envelopes shall be provided for each diploma.

A plastic protector and tissue insert shall be provided for each diploma.

Transportation costs shall be included in the cost of the bid.

Any and all new dye fees, printer’s fees, etc., shall be included in the cost of the bid. In the event changes need to
be made to diplomas during the contract period prior to the print, i.e., crest changes, name changes/signatures for
new Principals, new Board Members, etc., any and all other changes there shall be no additional fees added or
charged.

Four (4) extra covers and inserts shall be provided to each school in addition to the total ordered for possible
additional students with a stipulation of a required credit if not used.

The price per each listed on the bid form shall include cover, insert, plastic protector, tissue, ribbon on corners of
covers, white envelope, crest of the school, dye fees, printer’s fees, transportation costs, any and all of the
specifications.

A sample shall be provided with the bid.

Upon request, the awarded vendor shall supply a physical sample proof of the diplomas and covers for review and
approval before production begins.

INDIVIDUAL SCHOOL SPECIFICATIONS

1. DIXIE HEIGHTS HIGH SCHOOL
3010 Dixie Highway
Crestview Hills, KY 41017
(859)341-7650
Contact: Teresa Catchen

Quantity:

Diplomas & Covers 400

I. COVER:

Covers shall be a side fold, 6” x 8” with a double line embossed on the outside of front cover.

Covers shall be padded.

Picture of school shall be etched inside of the cover on the left side.

Color of the cover shall be red.

Ribbons shall be provided as corner pockets of the cover. Ribbon shall be 1” wide. Color of the ribbon shall be
red.

Color of the school name on the front of the cover shall be in silver.

Covers shall be pebbled surface.

1. DIPLOMA:

Diploma shall have a red/silver crest in top center. The school shall provide details of the crest.

The grade of paper for the diploma shall be 24 |b. Parchment, 100% cotton and rag content, and the paper shall
be acid free.

The Principal’s, Superintendent’s and Chairperson of the Board of Education’s signatures shall be preprinted on
the diplomas. There shall be NO lines under the signatures. Titles shall be under preprinted signatures.

Date on diploma shall have month and year.

Diploma shall have stamp of The Kenton County School District seal to match the school’s crest at lower left corner.
Diploma shall have open space on the lower right corner for any other award the school deems necessary.
Diploma shall have the name of the school printed in BOLD print.

Diploma shall have the name of the student printed in BOLD print.
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2. SCOTT HIGH SCHOOL
5400 Pride Parkway
Taylor Mill, KY 41015
(859)356-3146
Contact: Jill Holthaus
Quantity: Diplomas & Covers 300

I. COVER:

Covers shall be a side fold, 6” x 8” with a double line embossed on the outside of front cover.
Covers shall be padded.
Picture of school shall be etched inside of the cover on the left side.

Color of the cover shall be gray.

Ribbons shall be provided as corner pockets of the cover. Ribbon shall be 1” wide. Color of the ribbon shall be
blue.

Color of the school name on the front of the cover shall be in silver.

Covers shall have a smooth surface.

Il. DIPLOMA:

Diploma shall have a blue/silver crest in top center. The school shall provide details of the crest.

The grade of paper for the diploma shall be 24 Ib. Parchment, 100% cotton and rag content, and the paper shall
be acid free.

The Principal’s, Superintendent’s and Chairperson of the Board of Education’s signatures shall be preprinted on
the diplomas. There shall be NO lines under the signatures. Titles shall be under preprinted signatures.

Date on diploma shall have month and year.

Diploma shall have stamp of The Kenton County School District seal to match the school’s crest at lower left
corner.

Diploma shall have open space on the lower right corner for any other award the school deems necessary.
Diploma shall have the name of the school printed in BOLD print.
Diploma shall have the name of the student printed in BOLD print.

Provide gold self-sticking seals for diplomas for (1) Summa Cum Laude, (2) Magna Cum Laude and (3) Cum Laude.

3. SIMON KENTON HIGH SCHOOL
11132 Madison Pike
Independence, KY 41051
(859)960-0100
Contact: Margaret Benner
Quantity: Diplomas & Covers 450

I. COVER:

Covers shall be a side fold, 6” x 8” with a double line embossed on the outside of front cover.

Covers shall be padded.

Picture of school shall be etched inside of the cover on the left side.

Color of the cover shall be white.

Ribbons shall be provided as corner pockets of the cover. Ribbon shall be 1” wide. Color of the ribbon shall be
blue.

Color of the school name on the front of the cover shall be in gold.

Covers shall have a smooth surface.
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1. DIPLOMA:

Diploma shall have a blue/gold crest in top center. The school shall provide details of the crest.

The grade of paper for the diploma shall be 24 Ib. Parchment, 100% cotton and rag content, and the paper shall
be acid free.

The Principal’s, Superintendent’s and Chairperson of the Board of Education’s signatures shall be preprinted on
the diplomas. There shall be NO lines under the signatures. Titles shall be under preprinted signatures.

Date on diploma shall have month and year.

Diploma shall have stamp of The Kenton County School District seal to match the school’s crest at lower left
corner.

Diploma shall have open space on the lower right corner for any other award the school deems necessary.
Diploma shall have the name of the school printed in BOLD print.

Diploma shall have the name of the student printed in BOLD print.

4. KENTON COUNTY SCHOOL DISTRICT
1055 Eaton Drive
Fort Wright, KY 41017
(859)957-2614
Contact: Misty Jones
Quantity: Diplomas & Covers 100

I. COVER:

Covers shall be a side fold, 6” x 8” with a double line embossed on the outside of front cover.
Covers shall be padded.

Picture of district logo (5 color) shall be etched inside of the cover.

Color of the cover shall be black.

Color of the 4-corner ribbon shall be black.

Color of the district name on the front of the cover shall be in silver.

Covers shall have a smooth surface.

Il. DIPLOMA:

Diploma shall be black and white with the district logo (5 color) in top center. The district shall provide details of
this logo.

The grade of paper for the diploma shall be 24 Ib. Parchment, 100% cotton and rag content, and the paper shall
be acid free.

There will be lines for the Superintendent’s and Chairperson of the Board of Education’s signatures. There shall
be NO lines under the signatures. Titles shall be printed under these lines at the bottom of the diploma.

Diploma shall have the name of the district printed in BOLD print.

There shall be a space for the student name to be printed on the diploma.
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EXCEPTIONS

In compliance with this Invitation to Bid, the undersigned hereby certifies that all items and/or services included in
this bid shall be in compliance with all Terms and Conditions, General Bid Instructions, and Bid Specifications. Failure
to accept the Terms and Conditions, General Bid Instructions, and Bid Specifications, unless requesting an exception,
may result in a proposal being deemed nonresponsive.

Requested exceptions to the Terms and Conditions, General Bid Instructions, and Bid Specifications must be clearly
identified on the table below. If no exceptions are requested, it will be assumed that the bid meets all specifications
and bidder agrees to all Terms and Conditions and General Bid Instructions as stated in this complete bid package.

The Board’s Purchasing Department shall determine acceptance or non-acceptance of requested exceptions.
Exceptions not accepted will disqualify the bid. Exceptions noted elsewhere in the solicitation and not specified on
this form will not be considered.

IDENTIFY ALL EXCEPTIONS (check one):

( ) No Exceptions Requested. All Terms and Conditions, General Bid Instructions, and Bid Specifications are met.

( ) Offeror requests the exceptions identified below and noted on the attached sheet(s).

Correlating with the number listed on the table below, offeror shall include additional page(s) identifying the
solicitation language to which the exception is taken, the proposed language and any price impact this may have.
For any fees and/or additional charges not included in the bid price, offeror shall specify the exact amount that will be
incurred. If no additional details are included, the exception will not be considered.

NO. SOLICITATION SECTION REFERENCE PAGE NO.
Example | Terms and Conditions 1.9 - Warranty 3

1.

2.

3.

4.

5.

6.

7.

By signing this form, offeror has read and acknowledges the Terms and Conditions, General Bid Instructions, and Bid Specifications;
has listed all requested exceptions; and understands if an exception is not accepted the bid will be disqualified.

Authorized Signature Date

Print Name

Title

BIDDER IS TO COMPLETE, SIGN, AND ATTACH THIS FORM AND SUBMIT WITH THE BID IN ITS ENTIRETY
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5. BID FORM, Pages 22-24

ALL blanks are to be completed on the below table.

If a bidder wishes to not bid on a certain item, “NO BID” shall be listed; failure to do so may result in the rejection of the
bid. The quantities listed herein are an estimate and are therefore not to be interpreted as a guaranteed quantity for

purchase.

All bid pricing submitted for Option 1 and Option 2 must be fully inclusive of all setup, die, plate, proofing, and artwork
fees. The Board will not honor any additional or hidden charges for design or customization services.

All figures shown are estimates only, and the Board will not guarantee any sales.

OPTION 1:

The estimated quantity of 1,150 is the combined total of graduating seniors for the 2025-2026 school year, excluding

Basic Diploma Recipients from The Kenton County School District.

CAPS, GOWNS, STOLES, AND CORDS

ITEM# DESCRIPTION EST. QTY. UNIT PRICE EXTENDED PRICE
Basic Package: Cap, Gown, Embroidered Stole & (2)
Tassels 1,150
Honor Cord-Double, colors may vary 400
Honor Cord-Single, colors may vary 1,000
Honor Cords- Intertwined-Single, Old Gold, Platinum 1,000
Cap & (2) Tassels, colors may vary 1
Gown, color may vary 1
School Stole, Embroidered, color may vary 1
Honor Stole, colors may vary 197
Governor’s Scholar Stoles, colors may vary 20

Note: In some cases, special cords may be purchased by students from third party sources.

FACULTY GOWNS AND HOODS (check either “Loan” or “Donate” free of charge)

ITEM#

DESCRIPTION

EST. QTY.

LOAN

DONATE

degree and school

Black Faculty Gowns and Colored Hoods to indicate

30 (10 per school)

[l

[l

Lead Time after receipt of order:

Proposed late fee (no more than $10.00) & date for Basic Cap & Gown Package: $

days / weeks (Circle One)

(The actual date will be negotiated and approved after the award of the contract)

Date

BIDDER IS TO COMPLETE AND ATTACH THIS FORM AND SUBMIT WITH THE BID IN ITS ENTIRETY
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OPTION 1 CONTINUED:

GRADUATION ANNOUNCEMENTS AND ACCESSORIES

ITEM # DESCRIPTION & PACKAGE QTY (E;:; UNIT PRICE EXTENDED PRICE
Scott High School - 100
Two-Fold Announcements w/ Envelopes, Package QTY 25
Simon Kenton High School and Dixie Heights High School -
Three-Fold Announcements w/ Envelopes, Package QTY 250
25
Name Cards, Standard, Package QTY 50 5
Name Cards, Foil, Package QTY 50 270
Padded Memory Book, Each 5
Thank you Notes, Standard, Package QTY 25 70
Envelope Seals, Package QTY 50 220
Class Key Ring, Each 320
OPTION 2:
DIPLOMAS AND HONORS STICKERS
EST. QTY SCHOOL uom UNIT PRICE EXTENDED PRICE
400 Dixie Heights High School Each
300 Scott High School Each
450 Simon Kenton High School Each
100 The Kenton County School District Each
640 Summa, Magna, & Cum Laude Stickers Each
COVERS
EST. QTY SCHOOL uom UNIT PRICE EXTENDED PRICE
400 Dixie Heights High School Each
300 Scott High School Each
450 Simon Kenton High School Each
100 The Kenton County School District Each

Discount on graduation items not listed on the bid form (examples class apparel and keepsakes):

Lead time after receipt of order:

days / weeks (Circle One)

BIDDER IS TO COMPLETE AND ATTACH THIS FORM AND SUBMIT WITH THE BID IN ITS ENTIRETY
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CERTIFICATION OF RESPONDENT

I, the undersigned, submit this bid/proposal in accordance with the specifications, which are part of this solicitation. My signature also
certifies that | am authorized to submit this bid/proposal, sign as a representative for the company, and carry out the services solicited
in this solicitation.

Signature of Authorized Agent Date

Printed Name and Title

Name of Company

BIDDER IS TO COMPLETE, SIGN, AND ATTACH THIS FORM AND SUBMIT WITH THE BID IN ITS ENTIRETY
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REQUIRED AFFIDAVIT FOR BIDDERS, OFFERORS, AND CONTRACTORS

CLAIMING RESIDENT BIDDER STATUS

FOR BIDS AND CONTRACTS IN GENERAL:

The bidder or offeror hereby swears and affirms under penalty of perjury that, in accordance with KRS 45A.494(2), the
entity bidding is an individual, partnership, association, corporation, or other business entity that, on the date the contract
is first advertised or announced as available for bidding:

1. Is authorized to transact business in the Commonwealth;

2. Has for one year prior to and through the date of advertisement
a. Filed Kentucky corporate income taxes;
b. Made payments to the Kentucky unemployment insurance fund established in KRS 341.49; and
c. Maintained a Kentucky workers’ compensation policy in effect.

The BIDDING AGENCY reserves the right to request documentation supporting a bidder’s claim of resident bidder status.
Failure to provide such documentation upon request shall result in disqualification of the bidder or contract termination.

Signature Printed Name

Title Date

Company Name

Address

Subscribed and sworn to before me by

(Affiant) (Title)
of the day of ,20
(Company Name)
Notary Public
[seal of notary] My commission expires:

BIDDER IS TO COMPLETE, SIGN, AND ATTACH THIS FORM AND SUBMIT WITH THE BID IN ITS ENTIRETY
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6. CHECKLIST

All items listed below are due on or before the sealed bid opening, fully completed per instructions in order to
qualify the bid. Failure to do so will disqualify your bid.

11.

12.

13.

Cover Sheet

Conflict of Interest

Exceptions

Bid Form

Quality of Service Write-Up
References

Kentucky Resident Bidder (if applicable)
Proof of Required Insurance
Product Samples

Order Form Sample
Catalog/Materials Packet Sample

Proposed End of Year Statement Sample

Page 1
Page 2
Page 21

Pages 22-24

Page 25

BIDDER IS TO COMPLETE AND ATTACH THIS FORM AND SUBMIT WITH THE BID IN ITS ENTIRETY
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