Hempfield

School District

Request For Proposal (RFP)
for

Printing and Binding Services

Date of Issue:
August 7'" 2026

Applications must be received by:
2:00 pm on August 21%* 2026

Proposals received after the above-mentioned time are considered a late submittal and will
not be accepted.

All questions related to this RFP should be submitted via email to:

Lydia Tamayo at Lydia_Tamayo@hempfieldsd.org



SECTION |
NOTICE TO QUALIFIED APPLICANTS

REP ID

73026 — Printing and Binding Services
BACKGROUND

Hempfield School District is located in Landisville, Pennsylvania. The District is the second
largest school district in Lancaster and Lebanon counties in Pennsylvania and serves
approximately 7,000 students and 1,100 staff. In all, the District has operating revenues in
excess of $164 million.

OBJECTIVES

Hempfield School District is issuing a Request for Proposals (RFP) from qualified vendors with
the intent to enter into a contract for their expert services in printing and binding classroom
materials and other printing needs for the District through the District Printing program.

SUBMISSION CRITERIA
Proposals are due into the district office no later than 2:00 pm ET August 21st, 2026.

e Sealed Proposals — Bidders will submit one (1) original and two (2) copies of the proposal
o Prominently marked with:
= RFP solicitation number
= RFP title
= QOpening date/time
= Vendor name

e Mail/Drop off the RFP to:
o Hempfield School District
Attn: Lydia Tamayo
200 Church Street
Landisville, PA 17538

e Proposals received after the 2:00 pm deadline are considered a late submittal and will
not be accepted.

e Proposals must be signed by an official authorized to bind the Applicant to the
provisions of this Request for Proposal.

e The District will not accept faxed or electronic submissions of proposals.
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e All questions regarding the RFP can be directed to Lydia Tamayo at
Lydia Tamayo@hempfieldsd.org by August 12, 2026.

TERMS AND CONDITIONS
This is a request for professional services for our printing.
The terms and conditions of this proposal are that the District:

e Reserves the right to reject any or all proposals submitted, for any reason, as deemed in
the best interest of the District;

* Reserves the right to waive any irregularities or informalities and select the best
proposal in the opinion of the District;

e May render the bid invalid due to unauthorized modifications of bid specification forms
or terms. Proposals shall remain valid for ninety (90) calendar days after the proposal's
due date.

DISCLAIMER

This RFP does not commit Hempfield School District to award a contract. This RFP and the
process it describes are proprietary and are for the sole and exclusive benefit of Hempfield
School District. No other party, including any Applicant, is intended to be granted any rights
hereunder. Any response, including written documents and verbal communication, by any
Applicant to this RFP, shall become the property of Hempfield School District and may be
subject to public disclosure by Hempfield School District.

ADDITIONAL INFORMATION

The District uses a printing process for teachers and staff to request printing and binding
services using our purchasing software system, SCView. The majority of the District's printing is
done through the printing process; however, some specialized printing is outsourced outside of
the system with other printing vendors. This RFP is for the non-specialized printing projects.

APPLICANT RESPONSIBILITY

The Applicant assumes sole responsibility for the complete effort required in submitting a
Proposal in response to this RFP. No special consideration will be given after Proposals are
opened because of a Bidder's failure to be knowledgeable as to all of the requirements of this
RFP.
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APPLICANT QUALIFICATIONS

Hempfield School District is seeking a printing company with the requisite skills and abilities to
perform the work being sought through this RFP. The company selected must have at least
three (3) years of experience providing printing services. Applicants should include any
credentials from any certifying organization that attest to the capabilities of the organization or
of any of the individuals employed by the organization that will be working on the proposed
project. Applicants must also possess all permits, licenses, and professional credentials
necessary to supply products and perform services specified under this RFP. Applicants must
have the technology capabilities required to perform the proposed activities in this RFP. At a
minimum, Applicants must have capability to submit invoices electronically.

LENGTH OF AGREEMENT

The District is interested in establishing a stable relationship with the awarded Applicant. To do
this, the District would like to develop an agreement with an original term of three (3) years
with an option to renew. After the initial three (3) years, fees can be renegotiated should this
be deemed necessary with a negotiated maximum increase not to exceed 3% per year. Should
the Applicant prematurely terminate the agreement, all District costs to establish a new service
agreement will be the responsibility of the terminating Applicant. The District can terminate
the agreement with 30 days of written notice. Applicant shall not assign the contract without
the written approval of the District.

SELECTION CRITERIA

The District will evaluate each proposal received based upon the following criteria:

e Creditworthiness and financial strength of the Applicant

e Cost and Flexibility of Services

e Ability to provide services efficiently and effectively through automation
e References from other clients

e Location of printer with proximity to District Office

e Overall best value for the District as determined by the District



INSTRUCTIONS FOR COMPLETION OF PROPOSAL

All applicants must provide applicant information using the standard forms provided, as
follows:

e Attachment A — Applicant Contact Information

e Attachment B — Proposed Pricing

e Attachment C— Additional Information to be Provided

e Attachment D — Certification of Proposal Documents

e Attachment E — Evaluation Criteria

PRELIMINARY SCHEDULE

Date Event
August 7 RFP Issued
August 12 Deadline for Questions
August 14 Responses Posted on District Website
August 21 Proposal Due
August 21-24 Evaluation
August 25 Board Review
September 8 Contract Award

SECTION Il

SCOPE OF WORK

The District intends to utilize the Applicant to provide the following services through our
Printing but are not limited to:

PRINTING SERVICES:
e Classroom workbooks/reading materials

e Planners
e Passes
e Posters

e Business cards

e Envelopes

e Booklets

e Miscellaneous print jobs in limited quantities ranging from hundreds to thousands of
pieces



FINISHING SERVICES:

e Folding
e Saddle Stitching
e Coil Binding

MISCELLANOUS

e There will be no additional charges for rush orders, setup costs, artwork changes, or
proofing.

PICK UP AND DELIVERY

e The Applicant must have the ability to make deliveries to the District Administration
building.

e There will be no separate charges for pickup or delivery of any materials

e All deliveries must reference the print job title

TURN AROUND TIMELINES
e The Applicant is required to fulfill projects within 7-10 days from the date of final proof
approval through delivery.
e There may be some exceptions to this but will solely be based on the discretion of the
District

DAMAGED AND INFERIOR MATERIAL:

Any merchandise received and deemed damaged, incomplete, or of inferior quality by the
District is subject to rejection. The District reserves the right to reject such materials and may
request either replacement or credit for any materials paid for or furnished by the District. The
District will not incur any additional charges for the pickup or delivery of the aforementioned
items.

CONFIDENTIALITY

Applicant shall maintain confidentiality of all District materials and shall not reproduce or
distribute District documents except as authorized.

COPYRIGHT

All artwork, files, and materials supplied by the District remain the property of Hempfield
School District.



INVOICING AND PAYMENT

Payment for the services provided for this contract will be made as they are incurred through
submission of invoices to Hempfield School District. All invoices must be emailed to the email
address provided by the District, specified by the name of the print job, quantity and
description of each item purchased, and prices as stipulated by the contract.

Invoices shall be sent to the Business Office, HEMPFIELD SCHOOL DISTRICT, 200 CHURCH
STREET, LANDISVILLE, PA 17538. The School District strives to process payment to vendors
within 45 days or less from the billing date assuming all goods and services are properly
received. Invoices submitted to Hempfield School District are paid via board approved checks or
ACH. The District processes payments based on our scheduled board meetings. All check
batches subject to board approval are processed on the third Tuesday of the month for payment
approval on the fourth Tuesday of that month. Any invoices processed after the fourth Tuesday
of the month may be held until the following month. TAXES: The School District is exempt from
State sales tax and Federal excise taxes. The District’s tax exempt form is available upon request.

SECTION 11l

BIDDER’S ETHICS AND COLLUSION

Conflict of Interest- Any Applicant that knows of any District official having a material direct or

indirect financial interest in the Applicant's institution shall be required to submit a written
statement, along with the Form of Proposal, detailing such interest. Failure to disclose a known
such financial interest shall result in the Applicant’s disqualification from further consideration
of award of this contract.

Bribery- Any Applicant that attempts to influence a District official to award this agreement to
such Applicant by promising to provide or be providing to such District official any gratuity
entertainment, commission, or any other gift, in exchange for a promise to award the contract
to such Applicant, shall be disqualified from further consideration of award of this contract and
shall be subject to any applicable penalties under the law.

Collusive Proposals — Any Applicant that submits more than one proposal in such a manner as to

make it appear that one of the proposals submitted is competitive with that of a different
Applicant, or any two or more Applicants that agree to fix their respective 9 proposals in such a



manner as to be awarded the contract shall be disqualified from further consideration of award
of this contract and shall be subject to any applicable penalties under the law.



HEMPFIELD SCHOOL DISTRICT
PRINTING AND BINDING SERVICES REQUEST FOR PROPOSAL

ATTACHMENT A
APPLICANT CONTACT INFORMATION

NAME OF APPLICANT:

CONTACT PERSON:

STREET ADDRESS:

CITY/STATE/ZIP:

TELEPHONE NUMBER:

E-MAIL ADDRESS:

WEBSITE ADDRESS:

FAX NUMBER:

All proposals must be received by the Hempfield School District by 2:00 p.m. on Friday, August
21, 2026.

Location for submission of proposals:

Hempfield School District

Lydia Tamayo, Assistant Director of Business Operations
Attn: HSD Printing and Binding Services RFP

200 Church Street Landisville, PA 17538



HEMPFIELD SCHOOL DISTRICT
PRINTING AND BINDING SERVICES REQUEST FOR PROPOSAL

ATTACHMENT B
PROPOSED PRICING SCHEDULE

Pricing Per Page

Color Card Stock

White Card Stock

Color Ink

Black Ink

Color Window #10 Envelope

Color Non-Window #10 Envelope

Pricing Per Unit

Coil Binding

Saddle Stitch

3 Hole Paper

4x6 Black Ink Card Stock Pads

4x6 Black Ink Carbon Pads

Delivery Fees

Other Applicable Fees
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HEMPFIELD SCHOOL DISTRICT
PRINTING AND BINDING SERVICES REQUEST FOR PROPOSAL

ATTACHMENT C

ADDITIONAL INFORMATION TO BE PROVIDED
Please indicate any deviations from the conditions relating to printing and binding
services contained in Section Il — Scope of Printing Services.
Discuss the company’s prior service experience in providing the proposed service to
other similar clients. Provide a brief introduction of your firm’s history, products and
services offered, the firm’s primary business activity, and clients served. Additionally,
identify affiliated companies of the firm and what differentiates you from your
competition.
Prepare a brief introduction including a general demonstration of understanding of the
scope and complexity of the required work. Provide a description of how the proposed
services will be provided. Please include a description of each item identified in the
scope of work section and describe creative solutions and alternative approaches where
feasible.
Identify key personnel who will be assigned to this project. Detail their experience in
work related to the proposed assignment. Specify the Project Manager who will serve as
a contact person.
Please include references with contact information from at least three organizations that
have used your firm'’s services in the past 3 years and have been customers for a
minimum of 12 months.
Document in writing your ability to meet the turnaround timelines as specified in the
Scope of Services.
Describe in detail the means of receiving the art file from the District.
Describe the delivery system for how the Applicate will handle delivery of the Printing
projects and any associated fees.
Provide the location of where the printing services will be completed.
Provide all rates and fees listed on the Proposed Pricing Schedule sheet Attachment B.
Provide any rates and fees that may be associated in any aspects of the proposed scope
of work that are not listed on the Proposed Pricing Schedule.
Describe your customer service philosophy, standards, and structure and how they will
be provided to the District.
Describe how you will handle any errors that occur during the printing process.
Describe other services and appropriate fees provided by your company. Please provide
associated costs with other services on Attachment B — Proposed Fee Schedule.



14. Submit a contract with the proposal that can be utilized if the proposal is awarded.

15. Provide copies of any policies that will apply to the District and copies of any agreements
or documents you would require the District to sign as a part of concluding the Printing
services relationship.

16. Provide any other information that the vendor feels is pertinent in the District’s decision
on selecting a printing vendor. If the Applicant believes that some of the services
requested are not necessary, please identify those services and the reasons for
indicating that they are not necessary. If the Applicant has additional services that it
believes would be value-added to the District’s printing and mailing, please include an
explanation of those services in the proposal, as well as the fees charged for such
services you believe will be helpful to the District’s decision.

17. Provide Proof of Insurance.



HEMPFIELD SCHOOL DISTRICT
PRINTING AND BINDING SERVICES REQUEST FOR PROPOSAL

ATTACHMENT D
CERTIFICATION OF PROPOSAL DOCUMENTS

The provider certifies by signing this document that they:
1. Have carefully read and fully understand the information in the RFP.

2. Have the capability to successfully undertake the scope of work herein and complete
the responsibilities and obligations of the proposal being submitted.

3. Represent that the information contained in the proposal is true and correct.

4. Did not in any way collude, conspire or agree, directly or indirectly, with any person,
firm, corporation, review committee member, HSD employee or other proposer in
regard to the amount, terms or conditions of this proposal.

5. Acknowledge that the HSD has the right to make any inquiry it deems appropriate to
substantiate or supplement information supplied by the proposer.

Company Name:

Signature:

Printed Name:

Title:

Date:




