
CONTRACT BETWEEN THE CITY OF AUSTIN ("City" ) 

and 

CW Print Services Inc. {"Contractor" ) 

for 

Austin Preparedness Calendar 

Contract Number: MA 4400 NA210000180 

The City accepts the Contractor's Offer for the above requirement and enters into the fol lowing Contract. This 
Contract is between CW Print Services Inc. having offices at 13581 Pond Springs Road, Ste. 308, Austin, TX 78729 
and the City, a home-ru le municipa lity incorporated by the State of Texas. Capita lized terms used but not defined 

herein have the meanings given in t he Solicitation. 

1.1 This Contract is composed of the following documents in order of precedence: 

1.1.1 Th is Document 

1.1.2 Terms and Conditions dated August 13, 2021 

1.1.3 The City's Solicitation IFB 4400 SSC1016 including all documents incorporated by reference 

1.1.4 Contractor's Offer, dated July 14, 2021, incorporated herein and attached as Exhibit A hereto. 

1.2 Term of Contract. 
This Contract shall remain in effect for an initia l term of sixty (60) months or t he City terminat es the 
Contract. There are no renewa l options. 

1.3 Delivery. Delivery is to be as per directions on individual delivery orders issued by the department. 

1.4 Designation of Key Personnel. The City and the Contractor resolve to keep the same key personnel assigned 
to this engagement throughout its term. In the event that it becomes necessary for the Contractor to 
replace any key personnel, the replacement will be an individual having equivalent experience and 
competence in executing projects such as the one described herein. Additionally, the Contractor shall 
promptly notify the City and obtain approval for the replacement. Such approval shall not be unreasonably 
withheld. The Contractor's and City's key personnel are identified as follows: 

Name Phone Number Email Address 
Contractor Contract 
Manager Bill Phillips 512-331-9992 bill@cwprintinc.com 
City Contract Manager Bryce Bencivenga 512-974-0470 Bryce.Bencivengo@austintexas.gov 
City Procurement 
Specialist Sydney Ceder 512-974-2225 Sydney.Ceder@austintexas.gov 
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1.5 Invoices. The City's preference is to have invoices mailed to or mailed to the below address: 

City of Austin 

Department Homeland Security and Emergency 
Management 

Attn: Accounts Payable 

Address P.O. Box 1088 

City, State, Zip Code Austin, Texas 78767 

For questions regarding your invoice/payment please contact the City Contract Manager. 

This Contract (including any Exhibits and referenced Documents) constitutes the entire agreement of the parties 
regarding the subject matter of this Contract and supersedes all prior agreements and understandings, whether 
written or oral, relating to such subject matter. This Contract may be altered, amended, or modified only by a 
written instrument signed by the duly authorized representatives of both parties. 

In witness whereof, the parties have caused a duly authorized representative to execute this Contract on the date 
set forth below. 

Signature 

Title: 

9/1fb I 
I l 

Date: 

St::mrl::ird Contract Temolate 

CITY OF AUSTIN 

Printed Name of Authorized Person 

Sydney Ceder 
Signature 

Title : 

Date: 

Rev. 08-07-2020 

Digitally signed by Sydney Ceder 
Date: 2021 .08.16 22:03:42 -05'00' 
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Revised 8/4/2014 

  
August 17, 2021 
 
CW Print Services, Inc. 
13581 Pond Springs Road, Ste. 308 
Austin, Texas  78729 
ATTN:  Bill Phillips 
 
Bill@cwprintinc.com 
 
Dear Mr. Phillips, 
 
The City of Austin Purchasing Office approved the execution of a contract with your 
company for Austin Preparedness Calendar for the Office of Emergency Management in 
accordance with the referenced solicitation. 
 
Responsible Department: OEM 
Department Contact Person: Bryce Bencivengo 
Department Contact Email 
Address: 

 
Bryce.Bencivengo@austintexas.gov  

Department Contact Telephone: (512) 974-0470 
Project Name: Austin Preparedness Calendar 
Contractor Name: CW Print Services, Inc. 
Contract Number: MA 4400 NA210000180 
Contract Period: August 18, 2021 – August 17,2026 
Dollar Amount $52,897.50 
Extension Options: None 
Requisition Number: RQM 4400 21040700593 
Solicitation Type & Number: IFB  4400 SSC1016 
Agenda Item Number: N/A 
Council Approval Date: N/A 
  
Thank you for your interest in doing business with the City of Austin. If you have any 
questions regarding this contract, please contact the person referenced under 
Department Contact Person. 
 
Sincerely, 
 
 
 

 
Sydney Ceder 
Procurement Specialist III 
City of Austin 
Purchasing Office  
 
CC: Bryce Bencivengo 

Nelson Andrade 

of " <l' 
~ . l>_.. 

. .,, City of Austin . . 
""o - ,..,.,, 

Purchasing Office 
P.O. Box 1088, Austin, TX 78767 
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OFFER CERTIFICATION 

Instructions.  Offerors shall complete and sign the Offer Certification section of this section as indicated.  Offerors shall 
not complete any portions of the Acceptance section below.  Submittals with incomplete and/or unsigned Offer 
Certification are not considered to be Offers and will be rejected as nonresponsive. 

Company Name:  CW Print Sevices, INC

Company Address:  13581 Pond Springs RD Suite 308

City, State, Zip:  Austin,Texas 78729

Company’s Austin Finance Online Vendor Registration No. V00000916109  

Company’s Officer or Authorized Representative:  Bill Phillips

Title of Officer or Authorized Representative:  President

Email:  bill@cwprintinc.com 

Offeror’s Signature:   

Offeror’s Phone: 5123319992

 Date:  7/14/2021

OFFER:  The above signed, by his/her signature, represents that he/she is submitting a binding offer and is authorized 
to bind the respondent to fully comply with the solicitation document contained herein. The Offeror, by submitting 
and signing below, acknowledges that he/she has received and read the entire document packet including all 
revisions, and addenda and agrees to be bound by the terms therein. 

ACCEPTANCE BY THE CITY 

For City Staff only.  The City will complete and sign this section only if the City accepts the Offer. 

Contract Number:_______________________________  

Printed Name of City’s Authorized Procurement Staff:    ______ 

Title of City’s Authorized Procurement Staff:    

Signature:  Date:  

Email:  Phone:  

ACCEPTANCE:  The Offer is hereby accepted.  Contractor is now bound to sell the materials or services specified in the 
Contract.   
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NON-DISCRIMINATION AND NON-RETALIATION CERTIFICATION 
 

Instruction.  Offerors shall read and acknowledge this certification by checking the box below.  Offerors that do 
not check the box below indicating their compliance with this certification shall be determined nonresponsive. 
               
 

☒ 
(Check) 

OFFEROR HEREBY CERTIFIES 
Offeror has read the following and will comply with Austin City Code, Sec. 5-4-2. 

                
 
1. Not to engage in any discriminatory employment practice defined in this chapter;  
 
2. To take affirmative action to ensure that applicants are employed, and that employees are treated during 

employment, without discrimination being practiced against them as defined in this chapter, including 
affirmative action relative to employment, promotion, demotion or transfer, recruitment or recruitment 
advertising, layoff or termination, rate of pay or other forms of compensation, and selection for training or 
any other terms, conditions or privileges of employment; 

 
3. To post in conspicuous places, available to employees and applicants for employment, notices to be provided 

by the Equal Employment/Fair Housing Office setting forth the provisions of this chapter.  
 
4. To state in all solicitations or advertisements for employees placed by or on behalf of the Contractor, that all 

qualified applicants will receive consideration for employment without regard to race, creed, color, religion, 
national origin, sexual orientation, gender identity, disability, sex or age.  

 
5. To obtain a written statement from any labor union or labor organization furnishing labor or service to 

Contractors in which said union or organization has agreed not to engage in any discriminatory employment 
practices as defined in this chapter and to take affirmative action to implement policies and provisions of this 
chapter.  

 
6. To cooperate fully with City and the Equal Employment/Fair Housing Office in connection with any 

investigation or conciliation effort of the Equal Employment/Fair Housing Office to ensure that the purpose 
of the provisions against discriminatory employment practices are being carried out.  

 
7. To require of all subcontractors having 15 or more employees who hold any subcontract providing for the 

expenditure of $2,000 or more in connection with any contract with the City subject to the terms of this 
chapter that they do not engage in any discriminatory employment practice as defined in this chapter. 

 
For the purposes of this Offer and any resulting Contract, Contractor adopts the provisions of the City’s Minimum 
Non-Discrimination and Non-Retaliation Policy set forth below.  
 
  

I 
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MINIMUM NON-DISCRIMINATION AND NON-RETALIATION POLICY 

1. As an Equal Employment Opportunity (EEO) 
employer, the Contractor will conduct its personnel 
activities in accordance with established federal, state 
and local EEO laws and regulations. The Contractor 
will not discriminate against any applicant or 
employee based on race, creed, color, national origin, 
sex, age, religion, veteran status, gender identity, 
disability, or sexual orientation. This policy covers all 
aspects of employment, including hiring, placement, 
upgrading, transfer, demotion, recruitment, 
recruitment advertising, selection for training and 
apprenticeship, rates of pay or other forms of 
compensation, and layoff or termination.  

 
2. The Contractor agrees to prohibit retaliation, 

discharge or otherwise discrimination against any 
employee or applicant for employment who has 
inquired about, discussed or disclosed their 
compensation.  

 
3. Further, employees who experience discrimination, 

sexual harassment, or another form of harassment 
should immediately report it to their supervisor. If this 
is not a suitable avenue for addressing their 
compliant, employees are advised to contact another 
member of management or their human resources 
representative. No employee shall be discriminated 
against, harassed, intimidated, nor suffer any reprisal 
as a result of reporting a violation of this policy. 
Furthermore, any employee, supervisor, or manager 
who becomes aware of any such discrimination or 
harassment should immediately report it to executive 
management or the human resources office to ensure 
that such conduct does not continue.  

 
4. Contractor agrees that to the extent of any 

inconsistency, omission, or conflict with its current 
non-discrimination and nonretaliation employment 
policy, the Contractor has expressly adopted the 
provisions of the City’s Minimum Non-
Discrimination Policy contained in Section 5-4-2 of 
the City Code and set forth above, as the Contractor’s 

Non-Discrimination Policy or as an amendment to 
such Policy and such provisions are intended to not 
only supplement the Contractor’s policy, but will also 
supersede the Contractor’s policy to the extent of any 
conflict.  

 
5. UPON CONTRACT AWARD, THE 

CONTRACTOR SHALL PROVIDE THE CITY A 
COPY OF THE CONTRACTOR’S 
NONDISCRIMINATION AND NON-
RETALIATION POLICIES ON COMPANY 
LETTERHEAD, WHICH CONFORMS IN FORM, 
SCOPE, AND CONTENT TO THE CITY’S 
MINIMUM NON-DISCRIMINATION AND NON-
RETALIATION POLICIES, AS SET FORTH 
HEREIN, OR THIS NON-DISCRIMINATION 
AND NON-RETALIATION POLICY, WHICH 
HAS BEEN ADOPTED BY THE CONTRACTOR 
FOR ALL PURPOSES WILL BE CONSIDERED 
THE CONTRACTOR’S NON-DISCRIMINATION 
AND NON-RETALIATION POLICY WITHOUT 
THE REQUIREMENT OF A SEPARATE 
SUBMITTAL.  

 
6. Contractor agrees that non-compliance with Chapter 5-

4 and the City’s Non-Retaliation Policy may result in 
sanctions, including termination of the contract and 
suspension or debarment from participation in future 
City contracts until deemed compliant with the 
requirements of Chapter 5-4 and the Non-Retaliation 
Policy.  

 
7. The Contractor agrees that this Non-Discrimination 

and Non-Retaliation Certificate of the Contractor’s 
separate conforming policy, which the Contractor has 
executed and filed with the City, will remain in force 
and effect for one year from the date of filling. The 
Contractor further agrees that, in consideration of the 
receipt of continued Contract payment, the 
Contractor’s Non-Discrimination and Non-
Retaliation Policy will automatically renew from 
year-to-year for the term of the underlying Contract. 
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SUSPENSION AND DEBARMENT CERTIFICATION 
 

Instruction.  Offerors shall read and acknowledge this certification by checking the box below.  Offerors that do 
not check the box below indicating their compliance with this certification shall be determined nonresponsive. 
               
 

☒ 
(Check) 

OFFEROR HEREBY CERTIFIES 
Offeror has NOT been debarred from contracting with the City of Austin, any other 
local governments or states, or the US federal government. 

                
 

Suspended or Debarred Offerors.  The City finds that offerors, including any subcontractors that may be included 
in the Offer, that are suspended or debarred from contracting with the US federal government, any state or local 
government, as of the submission date of their offer, are not sufficiently responsible to contract with the City.  The 
City may reject and set aside any offer, or terminate for cause any contract resulting from an offer, in which the 
offeror falsely certified they were not suspended or debarred when in fact they were. 
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NON-COLLUSION AND NON-CONFLICT OF INTEREST CERTIFICATION  
 

Instruction.  Offerors shall read and acknowledge this certification by checking the box below.  Offerors that do 
not check the box below indicating their compliance with this certification shall be determined nonresponsive. 
               
 

☒ 
(Check) 

OFFEROR HEREBY CERTIFIES 
Offeror has NOT engaged in collusion and is not aware of any conflicts of interests as 
described below. 

                
 
Offeror.  The term “Offeror”, as used in this document, includes the individual or business entity submitting the 
Offer. For the purpose of this Affidavit, an Offeror includes the directors, officers, partners, managers, members, 
principals, owners, agents, representatives, employees, other parties in interest of the Offeror, and any person or 
any entity acting for or on behalf of the Offeror, including a subcontractor in connection with this Offer.  
 
Anti-Collusion Statement. Offeror has not in any way directly or indirectly:  
a.  colluded, conspired, or agreed with any other person, firm, corporation, Offeror or potential Offeror to the 

amount of this Offer or the terms or conditions of this Offer.  
b.  paid or agreed to pay any other person, firm, corporation Offeror or potential Offeror any money or anything 

of value in return for assistance in procuring or attempting to procure a contract or in return for establishing 
the prices in the attached Offer or the Offer of any other Offeror. 

 
Preparation of Solicitation and Contract Documents. Offeror has not received any compensation or a promise of 
compensation for participating in the preparation or development of the underlying Solicitation or Contract 
documents. In addition, the Offeror has not otherwise participated in the preparation or development of the 
underlying Solicitation or Contract documents, except to the extent of any comments or questions and responses 
in the solicitation process, which are available to all Offerors, so as to have an unfair advantage over other 
Offerors, provided that the Offeror may have provided relevant product or process information to a consultant in 
the normal course of its business.  
 
Participation in Decision Making Process. Offeror has not participated in the evaluation of Offers or other decision 
making process for this Solicitation, and, if Offeror is awarded a Contract no individual, agent, representative, 
consultant, subcontractor, or sub-consultant associated with Offeror, who may have been involved in the 
evaluation or other decision making process for this Solicitation, will have any direct or indirect financial interest 
in the Contract, provided that the Offeror may have provided relevant product or process information to a 
consultant in the normal course of its business.  
 
Present Knowledge. Offeror is not presently aware of any potential or actual conflicts of interest regarding this 
Solicitation, which either enabled Offeror to obtain an advantage over other Offerors or would prevent Offeror 
from advancing the best interests of the City in the course of the performance of the Contract.  
 
City Code. As provided in Sections 2-7-61 through 2-7-65 of the City Code, no individual with a substantial interest 
in Offeror is a City official or employee or is related to any City official or employee within the first or second 
degree of consanguinity or affinity.  
 

I 
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Chapter 176 Conflict of Interest Disclosure. In accordance with Chapter 176 of the Texas Local Government Code, 
the Offeror:  

a.  does not have an employment or other business relationship with any local government officer of the City or a 
family member of that officer that results in the officer or family member receiving taxable income; Section 0810, 
Non-Collusion, 1 Revised 12/22/15 Non-Conflict of Interest, and Anti-Lobbying Certification;  

b.  has not given a local government officer of the City one or more gifts, other than gifts of food, lodging, 
transportation, or entertainment accepted as a guest, that have an aggregate value of more than $100 in the 
twelve month period preceding the date the officer becomes aware of the execution of the Contract or that City 
is considering doing business with the Offeror; and  

c.  does not have a family relationship with a local government officer of the City in the third degree of consanguinity 
or the second degree of affinity. 
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NONRESIDENT BIDDER AND MANUFACTURING CERTIFICATION 
 

Instruction.  Offerors shall read and checking the applicable boxes in response to both certifications below. 
               
 
☐ YES   ☒ NO 

(Check One) 

OFFEROR HEREBY CERTIFIES 
Offeror IS (YES) or IS NOT (NO) a Nonresident Bidder in accordance with Texas 
Government Code Ch. 2252.002. 

  

 If “Yes” is checked, provide the name of the state where  
Nonresident Bidder’s Principle Place of Business is located. 

Click or tap here to enter text.                                                                                                                      
(State) 

  

☐ YES   ☒ NO 
(Check One) 

OFFEROR HEREBY CERTIFIES 
Offer INCLUDES (YES) or DOES NOT INCLUDE (NO) Equipment, Supplies and/or 
Materials in accordance with Texas Government Code Ch. 2252.002 

  

 If “YES” is checked, provide the name of the State where majority  
of the Equipment, Supplies and/or Materials were manufactured 

Click or tap here to enter text.                                                                                                                      
(State) 

                
 
Reciprocal Preference.  In accordance with Texas Government Code Ch. 2252.002 (see below), the City must apply 
a reciprocal preference to a Nonresident Bidder’s offer, consistent with the applicable preference granted by the 
state of the Nonresident Bidder’s principal place of business.  The City will also apply a reciprocal preference to a 
Resident Bidder or Nonresident Bidder’s offer, consistent with the applicable preference granted by the state 
where the majority of the equipment, supplies and/or materials were manufactured. 
 
Resident bidder.  An Offeror whose principal place of business is in Texas, including a contractor whose ultimate 
parent company or majority owner has its principal place of business in Texas.  
 
Nonresident Bidder.  An Offeror that is not a Resident Bidder. 
 
Statute:  https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2252.htm 
 

  

I I 
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LOCAL PRESENCE CERTIFICATION – OPTIONAL 
 

Instruction.  Offerors wishing to claim Local Presence shall read and acknowledge this certification by checking 
the applicable box and providing the physical address below.   
               
 

OFFEROR HEREBY CERTIFIES 
Offeror’s HEADQUARTERS or a BRANCH OFFICE is within the Austin Corporate City Limits. 
  

☐ HEADQUARTERS
☐ BRANCH OFFICE 

(Check One) 
 
 

Offeror’s Physical Address. 
 (Physical Address of Offeror’s Headquarters or Branch Office) 

                
 

Do you employ anyone at the location checked above who is a resident of the City of Austin? 
 

 
 
 
 
 

                
 
Benefit to the City.  In accordance with Resolution, 20140807-113, Council has determined that contracts 
awarded to local companies that provide employment to Austin residents is an economic benefit. 
 
Local Presence.  Offerors may claim Local Presence if at least one (1) of the following are located within the Austin 
Corporate City Limits, employing residents of Austin.  
1. Headquarters; or 
2. Branch office. 
 
Austin Corporate City Limits.  The City of Austin’s Full Purpose Jurisdiction, not including the City’s Extraterritorial 
Jurisdiction. 
 
Headquarters.  The Offeror’s administrative center where most of the company’s important functions and full 
responsibility for managing and coordinating the business activities of the firm are located. 
 
Branch Office.  A company office other than the Offeror’s headquarters, that has been in place for at least five (5) 
years. 
 
 

☐ Yes 
☐ No 

(Check One) 
 

I 

I 



ITEM 
NO. ITEM DESCRIPTION ESTIMATED 

QUANTITY
UNIT OF

MEASURE UNIT PRICE EXTENDED
PRICE

1 Austin Preparedness Calendar 10,000 EA $0.90 $9,004.50

2 Additional Calendar Runs 300 EA $5.25 $1,575.00

10,579.50

% of recycled materials:

AUTHORIZED SIGNATURE:    Billy Dame

Per the Solicitation Instructions, Paragraph 4.8 - Recycled Products: "When a recycled product is offered by the Offeror, the Offeror must state 
in their Offer the percentage of the product that is recycled and must include a list of the recycled materials that are contained in the product."  
Please state the percentage of product that is recycled in the box below.

COMPANY NAME: CW Print Sevices, INC 

EMAIL ADDRESS:  billyd@cwprintinc.com 

TOTAL

BID SHEET
CITY OF AUSTIN

AUSTIN PREPAREDNESS CALENDAR
INVITATION FOR BID (IFB) 

Special Instructions:  The City will award to the lowest responsive bidder. 

Be advised that exceptions taken or qualifying statements made to any portion of the solicitations may jeopardize acceptance of the bid and may result in 
disqualification of the bid. Prices being submitted shall include ALL discounts, handling and shipping charges, FOB Destination.   Per the Solicitation Instructions, 
Paragraph 4.18 - Recycled Products:  "Contract award for paper products will be made for recycled products unless the cost is more that 10% above the lowest price 
for non-recycled paper products as required in the City's Comprehensive Recycling Resolution."

A bid of '0' (zero) will be interpreted by the City as a no-charge (free) item and the City will not expect to pay for that item.  A bid of 'no bid' will be interpreted by the 
City that the responder does not wish to bid on that item.

The quantities noted below are annual estimates and not a guarantee of actual volume.   The City does not guarantee the purchase of the quantities listed.  Quantities 
are provided as a guide based on historical usage.  Actual purchases may be more or less.

Failure to respond to each section of this bid sheet may result in disqualification of your bid.

Solicitation Number:   IFB 4400 SSC1016

Company Name: CW Print Sevices, INC 

If your bid includes recycled materials, please list recycled materials contained in the 
product: 

Page 1
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IDENTIFICATION 

Number  IFB 4400 SSC1016 

Title  AUSTIN PREPAREDNESS CALENDAR 

Summary 
The purpose of this contract is for the printing of approximately 10,000 copies of the 
annual Office of Homeland Security and Emergency Management (HSEM) Austin 
Preparedness Calendar. 

Type  Invitation for Bid (IFB) 

Version 
(Addenda) 

0 

   
 
 

AUTHORIZED CONTACT PERSONS 

Primary  Sydney Ceder, Procurement Specialist III; (512) 974‐2225, Sydney.Ceder@austintexas.gov  

Secondary 
Karen Williams, Procurement Specialist III; (512) 974‐2500; 
Karen.Williams@austintexas.gov  

Subcontractor 
Questions 

Small Minority Business Resources Department; (512) 974‐7600; 
SMBRComplianceDocuments@austintexas.gov  

Notes  See Solicitation Instructions, 3.1 Authorized Contact Persons. 

 
 
 

 

IMPORTANT DATES 

OFFERS DUE 

Date and 
Time 

July 20, 2021 at 2:00 P.M. 

Notes  See Solicitation Instructions, 5 Offer Submission. 

BID OPENING 

Date and 
Time 

July 20, 2021 at 3:00 P.M. 

Notes  See Solicitation Instructions, 5 Offer Submission. 

 
QUESTIONS DUE 

Date and 
Time 

July 13, 2021 at 4:00 P.M. 

Submission 
Method 

Email Only 
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Notes  See Solicitation Instructions, 3.2 Questions. 

 
 
PRE‐OFFER CONFERENCE 

Conference 
(Yes/No) 

No 

Mandatory 
(Yes/No) 

N/A 

Date and 
Time 

N/A 

Location  N/A 

Notes  N/A   

PUBLISHED 

Date  June 28, 2021 

Available 
Online 

https://www.austintexas.gov/financeonline/account_services/solicitation/solicitations.cfm 

Available 
Hardcopy 

Purchasing Office; 124 w. 8th Street, Suite 300; Austin, TX 78701 

 

SOLICITATION DOCUMENTS 

Document name  Pages  Date 

Solicitation Packet – IFB 4400 SSC1016 Includes the following:     

Solicitation Cover Sheet  2  6/16/2021 

Solicitation Instructions  7  6/16/2021 

Terms and Conditions  18  6/16/2021 

Scope of Work  2  6/16/2021 

Pricing Submittal – IFB 4400 SSC1016   – Complete and return  1  6/16/2021 

Offer and Certifications – IFB 4400 SSC1016   – Sign, Complete and 
return 

9  6/16/2021 

 

NIGP CODES 

COMMODITY CODES 

Code  Description 

96600  PRINTING AND RELATED SERVICES 
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1 INVITATION FOR BIDS 
1.1 Invitation.  The City of Austin invites all Responsible Offerors to submit Bids to provide the goods and/or services 

described in this Solicitation. 
1.2 Documents.  This Invitation for Bids (“IFB” or “Solicitation”) is composed of all documents listed in the 

Attachments section of the Solicitation Cover Sheet. 
1.3 Process.  The process described in this IFB is the Competitive Sealed Bidding process.  This process is procedurally 

compliant with the competitive bidding processes prescribed by Texas Local Government Code Ch. 252, Ch. 271, 
as well as Government Code Ch. 2269. 

1.4 Changes.  The City may change or revise any of the contents of this Solicitation through the issuance of a written 
Addendum.  Any Addenda issued will be added to the Attachments section of the Solicitation Cover Sheet.  The 
Version number displayed in the Solicitation Cover Sheet will indicate the number of Addenda issued.  Any 
explanation, clarification, interpretation or change to the Solicitation made in any other manner is not binding 
upon the City, and Offerors shall not rely upon such explanation, clarification, interpretation or change. Oral 
explanations or instructions given before the award of the Contract are not binding. 

1.5 Review of Documents.  Offerors shall review the entire Solicitation, as revised.  Offerors shall notify the 
Authorized Contact Person(s) listed on the Solicitation Cover Sheet in writing of any omissions, ambiguities, 
inconsistencies or errors in the Solicitation prior to the Offer Due Date and Time displayed in the Important Dates 
section of the Solicitation Cover Sheet.  Offerors shall also notify the City of any Solicitation contents the Offeror 
believes may be unreasonably restrictive. 
 

2 PUBLICATION AND NOTICES 
2.1 Publication.  This Solicitation was published in the City’s financial services website, Austin Finance Online, as of 

the Published date displayed in the Solicitation Cover Sheet section.   
2.2 Email Notices.  On the Solicitation’s Published date, email notices regarding this Solicitation were issued to all 

vendors registered in Austin Finance Online, that had previously selected the NIGP Codes displayed in the 
Solicitation Cover Sheet section.  All subsequent email notices regarding this Solicitation will be limited to those 
vendors or other persons that subscribe to this Solicitation in Austin Finance Online. 

2.3 Newspaper Notices.  If applicable, one or more notices of this Solicitation were published in the newspaper as 
required by statute.   

2.4 Third-Party Notices.  Austin Finance Online is the only source of official notices regarding this Solicitation.  
Prospective Offerors shall not rely on any notices concerning this Solicitation received from sources other than 
Austin Finance Online. 
 

3 COMMUNICATIONS AND MEETINGS 
3.1 Authorized Contact Persons.  The names and contact information for the authorized contact persons for this 

Solicitation are displayed in the Solicitation Cover Sheet.  Offerors needing assistance contacting an Authorized 
Contact Person regarding this Solicitation may also contact the Purchasing Office’s main line at (512) 974-2500 
and request assistance from any member of the Purchasing Office’s management team.   

3.2 Questions.  Offerors shall submit any questions concerning this Solicitation in writing via e-mail to the Authorized 
Contact Persons displayed on the Solicitation Cover Sheet.  The City will respond to all questions received by the 
Questions Due Date and Time displayed on the Solicitation Cover Sheet.  The City will publish one or more 
Addenda displaying all timely received questions and the City’s responses to each for any information not already 
contained in the solicitation. 
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3.3 Vendor Help Desk.  For general questions concerning the City’s online financial services system, Austin Finance 
Online, Vendor Connection (“Vendor Connection”), Offerors may contact the Vendor Help Desk at (512) 974-
2018.  Assistance from the Vendor Help Desk is limited to navigating and using Vendor Connection only.  The 
Vendor Help Desk will not respond to any questions concerning a specific Solicitation. 

3.4 Pre-Offer Conferences.  The City may hold one or more pre-Offer conferences to review the Solicitation and to 
receive verbal questions.  The Solicitation Cover Sheet will display if a Pre-Offer Conference is being held and if 
attendance at this meeting is mandatory.  If a Pre-Offer Conference is planned, the date, location, time and any 
other necessary information regarding this meeting will also be displayed in the Solicitation Cover Sheet.  
Attendance at any Pre-Offer Conference will be recorded and will be included in an Addendum published 
following the meeting.  As the Solicitation is subject to changes (See Solicitation Instruction, 1.4 Changes.)  
Offerors shall not rely on verbal exchanges that may occur at a Pre-Offer Conference.  Offerors shall continue to 
submit all questions in writing (See Solicitation Instructions, 3.2 Questions.) 

3.5 Site Visits.  The City may hold one or more site visits to allow prospective Offerors to inspect the location(s) 
where work under any resulting contract will be performed and to receive verbal questions.  The Solicitation 
Cover Sheet will display if a Site Visit is being held and if attendance at this meeting is mandatory.  If a Site Visit 
is planned, the date, location, time and any other necessary information regarding this meeting will also be 
displayed in the Solicitation Cover Sheet.  Attendance at any Site Visit will be recorded and will be included in an 
Addendum published following the meeting.  As the Solicitation is subject to changes (See Solicitation Instruction, 
1.4 Changes.)  Offerors shall not rely on verbal exchanges that may occur at a Pre-Offer Conference.  Offerors 
shall continue to submit all questions in writing (See Solicitation Instructions, 3.2 Questions.)  
 

4 OFFER PREPARATION 
4.1 Offer Submittals.  Offerors intending to respond to this Solicitation shall download and complete each of the 

Submittal documents listed in the Solicitation Cover Sheet.  Submittal documents will include additional 
Solicitation instructions specific to its contents.  Offerors will complete each Submittal in accordance with the 
instructions in the submittal.  At a minimum, submittals will include a Price Offer and an Offer and Certifications 
submittal. 

4.2 Offer Acceptance Period.  All Offers are valid for a period of one hundred and twenty (120) calendar days 
subsequent to the IFB closing date. 

4.3 Alternate Offers.  Unless excluded elsewhere in the Solicitation, Offerors may submit alternative Offers, in 
addition to their primary Offer.  Offerors seeking to submit an alternative Offer may include with their completed 
Submittals, any alternative Submittals as applicable. 

4.4 Proprietary and Confidential Information.  All Offers received and opened by the City are subject to the Texas 
Government Code, Ch. 552, and will be made available to the public.  With the exception of the Prices and Pricing 
Submittal, which shall not be kept confidential, Offerors seeking to keep any other portions of their Offer 
confidential shall mark each such portion as “Proprietary”.  The City will, to the extent allowed by law, endeavor 
to protect such information from disclosure.  The City may request a review and determination from the Attorney 
General’s Office of the State of Texas, of any Bid contents marked as “Proprietary”.  A copyright notice or symbol 
is insufficient to identify proprietary or confidential information. 

4.5 Cost of Offer Preparation and Participation.  Offerors are responsible for all costs related to the preparation of 
their Offer and incurred while participating in this Solicitation process. 

4.6 Samples – Exact Replica. 
4.6.1 The Offeror shall submit an exact replica of the goods to be provided per the scope of work.  This sample shall 

be provided within three (3) working days after solicitation closing date. 
4.6.2 Send samples to the City at the following address: 
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City of Austin  

Department Office of Emergency Management 

Address 5010 Old Manor Road 

City, State Zip Code Austin, Texas  78727 

Attn: Bryce Bencivengo 

 
4.6.3 All products provided to the City under this solicitation will be evaluated or tested and must meet all 

requirements of the specification, regardless of whether or not all requirements are to be evaluated or tested. 
4.7 Samples must be provided at no cost to the City, will be retained by the City, and may be used for use in assuring 

compliance with materials specifications after award. Failure to supply samples when requested shall subject the 
Offer to disqualification from consideration for award. 

4.8 Recycled Products. 
4.8.1 The City prefers that Offerors offer products that contain recycled materials. When a recycled product is 

offered by the Offeror, the Offeror must state in their Offer the percentage of the product that is recycled and 
must include a list of the recycled materials that are contained in the product. 

4.8.2 The recycled content of paper products offered to the City shall be in accordance with the Federal 
Environmental Protection Agency’s Recycled Product Procurement Guidelines. These guidelines are available 
at http://www.epa.gov/cpg/ . 

4.8.3 Contract award for paper products will be made for recycled products unless the cost is more than 10% above 
the lowest price for non-recycled paper products as required in the City’s Comprehensive Recycling 
Resolution. 
 

5 OFFER SUBMISSION 
Offers in response to this Solicitation may be submitted using one of the following methods. 

5.1 Electronic Offers.  Electronic Offers (electronic documents) shall be submitted to the City of Austin using the 
Solicitation’s eResponse function, available through the City’s online financial system, Austin Finance Online.  To 
submit Electronic Offers using the eResponse function, Offeror’s must first be registered as a vendor with the 
City of Austin in Austin Finance Online.  

See Instructions, Submitting Offers in Austin Finance Online. 
5.1.1 Due Date and Time for Electronic Offers.  Electronic Offers in response to this Solicitation shall be submitted 

via eResponse by the Offer Due Date and Time displayed in the Important Dates section of the Solicitation 
Cover Sheet.  The system time within Austin Finance Online shall be the official time of record for Electronic 
Offers.   

5.1.2 Withdrawing Electronic Offers.  Electronic Offers submitted online in response to this Solicitation may be 
withdrawn, revised and resubmitted using the eResponse function any time prior to the Solicitation’s Due 
Date and Time.  Withdrawn Electronic Offers may be resubmitted, with or without modifications, up to the 
Solicitation’s Due Date and Time. 

5.1.3 Late Electronic Offers.  The Solicitation’s eResponse function in Austin Finance Online will not allow Electronic 
Offers to be submitted past the Solicitation’s Due Date and Time. 

5.1.4 Opening Electronic Offers. The information regarding Electronic Offers will become available on or shortly 
after the Offer Opening Date and Time stated on the Solicitation’s Cover Sheet.  When Electronic Offers are 
opened, the names of each Offeror would be displayed within the Solicitation’s eResponse section.  For 
Solicitations conducted via Competitive Sealed Bidding, the Price Offer for each Offeror will also be displayed 
in the eResponse section.   

http://www.epa.gov/cpg/
https://assets.austintexas.gov/purchase/downloads/Submitting-Offers-in-AFO.pdf
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5.2 Hardcopy Offers.  Hardcopy Offers (physical documents including paper and flash drives) must be returned in a 
sealed envelope and shall be delivered to the City of Austin’s Purchasing Office at one of the following addresses, 
depending on the delivery method: 

Deliveries by US Mail 
Deliveries by Courier Services (e.g., 
Fedex, UPS, etc.)  
and In-Person Deliveries 

City of Austin 
Purchasing Office 
Response to Solicitation:  IFB 4400 
SSC1016 
P.O. Box 1088 
Austin, Texas 78767-8845 

City of Austin, Municipal Building 
Purchasing Office 
Response to Solicitation: IFB 4400 
SSC1016] 
124 W 8th Street, Rm 310 
Austin, Texas 78701 
Reception Phone:  (512) 974-2500 

 
 

5.2.1 Due Date and Time for Hardcopy Offers.  Hardcopy Offers in response to this Solicitation shall be received by 
the City via one of the aforementioned delivery methods by the Offer Due Date and Time displayed in the 
Important Dates section of the Solicitation Cover Sheet.  The time stamp clock at the Purchasing Office 
reception desk shall be the official time of record for Hardcopy Offers.     

5.2.2 Withdrawing Hardcopy Offers.  See below for changes due to the  COVID-19 pandemic.   
5.2.3 Late Hardcopy Offers.  All Hardcopy Offers received after the Solicitation’s Due Date and Time will be rejected.  

Late Hardcopy Offers that are inadvertently received by the City shall be returned to the Offeror.  It is the 
responsibility of the Offeror to ensure that their Offer arrives at the proper location by the Solicitation’s Due 
Date and Time.  Arrival at the City’s mailroom, mail terminal, or post office box will not constitute the 
Hardcopy Offer arriving on time.  The City may, at its sole discretion, receive a late Hardcopy Offer if the City’s 
misdirection or mishandling was the sole or main cause for the Hardcopy Offer’s late receipt at the designated 
location. 

5.2.4 Opening Hardcopy Offers. The City will open Hardcopy Offers on or shortly after the Offer Opening Date and 
Time stated on the Solicitation’s Cover Sheet.  When Hardcopy Offers are opened, the names of each Offeror 
would be read aloud.  For Solicitations conducted via Competitive Sealed Bidding, the Price Offer for each 
Offeror will be available to read aloud.  If no one is in attendance at the Solicitation Opening, the aggregate 
price will be read aloud, with the remaining Price Offer available for public inspection immediately following 
the Solicitation opening.   

5.3 Special procedures due to 2020 COVID-19 Pandemic. 
5.3.1 Confirmation of Submittals – Due to the current Pandemic circumstances, the City is not able to provide 

written confirmation of Hardcopy Offers when they are received or able to verify receipt of Hardcopy Offers 
or provide signature confirmation of Offers delivered by common carriers. 

5.3.2 Withdrawing Hardcopy Offers – Hardcopy Offers may be withdrawn in writing or by email at any time prior 
to the Solicitations Due Date and Time.  Offerors must send emails to withdraw Offers to the following email 
address: PurchasingAdmin@austintexas.gov 

5.3.3 Solicitation Openings -  Due to the current Pandemic circumstances, the City is not facilitating public 
attendees at Solicitation openings.  Instead, the City will conduct this Solicitation opening via live webcast at 
the following website: https://www.austintexas.gov/financeonline/afo_content.cfm?s=66 . 

When conducting a Solicitation opening via webcast, the City will read the applicable information from 
Hardcopy Offers aloud and will referring the public to the Solicitation’s eResponse section to view the 
remaining Electronic Offers. 

mailto:purchasingadmin@austintexas.gov
https://www.austintexas.gov/financeonline/afo_content.cfm?s=66
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6 OFFER EVALUATION 
6.1 Basis of Competition.  The City may compare bids based on the prices for individual line items, the prices for 

categories of line items or the aggregate price bid.  The City will choose the basis of competition that best meets 
the City’s needs for the resulting contracts.  

6.2 Price Evaluation.  Once the City determines the basis of competition, the City will sort the bids from low to high 
price. 

6.3 Responsiveness Evaluation.  Once the low bid is identified, the City will evaluate the bid for responsiveness with 
all Solicitation requirements.  A bid is responsive if it complies with all Solicitation Instructions, scope and 
specifications.  If a bid is found to be nonresponsive, the City will set it aside and proceed with evaluating the 
next lowest bid for responsiveness. 

6.4 Responsibility Evaluation.  Once the low responsive bid is identified, the City will evaluate the Offeror submitting 
the low responsive bid for their responsibility.  An Offeror is responsible if they have the financial and practical 
ability, resources, expertise, past performance and positive compliance history with all City ordinances.  If an 
Offeror is found to be non-responsible, the City will set their bid aside and proceed with evaluating the 
responsibility of the Offeror submitting the next low and responsive bid.   

6.5 Minor Informalities.  In conducting evaluations, the City may waive as an informality, any minor deviations in 
the Solicitation’s contents or in the Offers received, in procedure or in specifications, provided such deviations 
do not affect the Solicitation’s competition. 
 

7 CONTRACT AWARD AND EXECUTION 
7.1 Award Determination.  The City will award the contract to the responsible Offeror submitting the low responsive 

bid.  If the City receives a Bid from an offeror who has Local Business Presences and whose bid is within three 
percent of the lowest bid price received from an offeror who does not have Local Business Presence, the City 
may enter into a contract with the local vendor.  Local Business Presence is determined per the form in the Offer 
and Certifications Section of the Solicitation. 

7.2 Multiple Awards.  If the City determines that multiple contracts are needed, the City will award one or more 
additional contracts to the responsible Offerors submitting the next lowest responsive bids. 

7.3 Contract Execution.  Contracts within the City Manager’s authority will be awarded and executed simultaneously.  
Contracts above the City Manager’s authority will be executed following their authorization by the Austin City 
Council. 
 

8 ADMINISTRATIVE MATTERS 
8.1 Solicitation File.  All documents included in this Solicitation, and all timely received Offers in response to this 

Solicitation, except for Offer contents deemed by Offerors to be proprietary and confidential, will be available 
for public inspections upon the publication of the City’s recommendation of award.  The recommendation of 
award will be posted in Austin Finance Online. 

8.2 Debriefings.  Offerors may request a debriefing meeting to ask any questions concerning the Solicitation’s 
contents, process or the evaluation of their Offer.  Debriefing meetings are informal exchanges and may be 
requested anytime following the earlier of (i) after the contract resulting from this Solicitation is executed, or in 
the case of multiple awards, the last contract is executed; (ii) the date the Solicitation is cancelled.  Debriefings 
are not public called meetings in accordance with the Texas Open Meetings Act and are usually limited to a single 
Offeror and any of their representatives.  Only information regarding the Solicitation documents and the 
Offeror’s Offer in response to the Solicitation will be discussed. 

8.3 Reservations.  The City reserves the right to: (i) specify approximate quantities in the Solicitation; (ii) extend the 
Solicitation due date and time; (iii) add additional terms or modify existing terms in the Solicitation; (iv) reject an 
Offer containing exceptions, additions, qualifications or conditions not called for in the Solicitation; (v) reject an 
Offer received from an Offeror who is currently debarred or suspended by the City, State, or Federal Government; 
(vi) reject an Offer that contains fraudulent information; (vii) reject an Offer that has material omissions; (viii) 
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reject any or all Offers; (ix) procure any goods or services included in this Solicitation by other means; (x) consider 
and accept alternate Offers, if specified in the Solicitation, when most advantageous to the City; (xi) reject an 
Offer if prices in the Offer are unbalanced (some prices are significantly high and other prices are significantly 
low) and/or (xii) waive any minor informality in any Offer or procedure so long as the deviation does not affect 
the competitiveness of the Solicitation process. 

8.4 Protests.  The Purchasing Officer has the authority to settle or resolve any claim of an alleged deficiency or 
protest.  The procedures for notifying the City of Austin of an alleged deficiency or filing a protest are listed below.  
If you fail to comply with any of these requirements, the Purchasing Officer may dismiss your complaint or 
protest. 

8.4.1 Protest regarding the Solicitation (Pre-Bid Protest).  Any protest regarding the Solicitation by the City shall be 
filed no later than five (5) days before the opening of Bids. Any protest filed after that date which raises issues 
regarding the Solicitation will not be considered.  

8.4.2 Protests regarding the evaluation of Bids.  Any protest regarding the evaluation of Bids by the City shall be 
filed with the City no later than five (5) days after the opening of Bids, or notification that the protestor’s 
status as a Offeror has changed, such as notification that a Bid has been rejected. Any protest filed after such 
date which raises issues regarding the evaluation will not be considered. 

8.4.3 Protest Regarding Award of Contract (Post-Award Protest).  Any protest regarding the award of the contract 
shall be filed no later than ten (10) days after the date of award. Any protest regarding the award of the 
contract filed after such date will not be considered.   

8.4.4 You shall submit your protest in writing and it shall include the following information: (i) your name, address, 
telephone, and email address; (ii) the Solicitation number; (iii) the specific facts and/or law upon which the 
protest of the Solicitation or the award is based, including all pertinent documents and evidence thereto; and 
(iv) the form of relief requested. 

8.4.5 Your protest shall be concise and presented logically and factually to help with the City’s review. 
8.4.6 When the City receives a timely written protest, the Purchasing Officer will determine whether the grounds 

for your protest are sufficient. If the Purchasing Officer decides that the grounds are sufficient, the Purchasing 
Office will schedule a protest hearing, usually within five (5) working days. If the Purchasing Officer determines 
that your grounds are insufficient, the City will notify you of that decision in writing.  

8.4.7 The protest hearing is informal and is not subject to the Open Meetings Act. The purpose of the hearing is to 
give you a chance to present your case, it is not an adversarial proceeding. Those who may attend from the 
City are: representatives from the department that requested the purchase, the Department of Law, the 
Purchasing Office, and other appropriate City staff. You may bring a representative or anyone else that will 
present information to support the factual grounds for your protest with you to the hearing.  

8.4.8 A decision will usually be made within fifteen (15) calendar days after the hearing.  
8.4.9 The City will send you a copy of the hearing decision after the appropriate City staff has reviewed the decision.  
8.4.10 When a protest is filed, the City usually will not make an award until a decision on the protest is made. 

However, the City will not delay an award if the City Manager or the Purchasing Officer determines that the 
City urgently requires the supplies or Services to be purchased, or failure to make an award promptly will 
unduly delay delivery or performance. In those instances, the City will notify you and make every effort to 
resolve your protest before the award. 

9 DEFINITIONS 

Whenever a term defined by the Uniform Commercial Code, as enacted by the State of Texas, is used in the Contract, the 
UCC definition shall control, unless otherwise defined in the Contract. 

“Addendum” means a written instrument issued by the Contract Awarding Authority that modifies or clarifies the 
Solicitation prior to the Due Date.  “Addenda” is the plural form of the word. 
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“Bid” means a complete, properly signed Offer submitted in response to this Solicitation, which if accepted, would bind 
the Offeror to perform the resultant Contract. 

“City” means the City of Austin, a Texas home-rule municipal corporation. 

“Competitive Sealed Bidding” means the competitive process described within an Invitation for Bids, wherein the City 
invites Offerors to submit bids to supply the City with the Goods and/or Service describes in the Solicitation document, 
where the City will award the resulting contract to the responsible Offeror submitting the low responsive bid. 

“Invitation for Bids (IFB)” means a complete packet of documents describing the City’s competitive sealed bidding process, 
including but not limited to Solicitation instructions, Standard and Special contract terms and conditions, and the 
submittals necessary for Offerors to respond to the Solicitation. 

“Offer” means a complete signed response to a Solicitation including, but not limited to, an Invitation for Bids. 

“Offeror” means a person, firm, or entity that submits an Offer in response to this Solicitation.  Any Offeror may be 
represented by an agent after submitting evidence demonstrating the agent’s authority.  The agent cannot certify as to 
his own agency status.   

“Price and Pricing Submittal” means a document, submitted by an Offeror in response to this Solicitation, containing unit 
and extended Bid prices for one or more of the Goods and/or Services identified by in the Prices and Pricing Submittal 
document. 

“Purchasing Office” refers to the Purchasing Office in the Financial Services Department of the City. 

“Purchasing Officer” means the director of the Purchasing Office and the principle recipient of procurement authority 
from the City Manager. 

“Responsible Offeror” means the financial and practical ability of the Offeror to perform the Contract and takes into 
consideration resources, expertise, and past performance of the Offeror as well as compliance with all City ordinances 
concerning the purchasing process. 

“Responsive” means meeting all the requirements of a Solicitation. 

“Solicitation” means this Invitation for Bids or IFB. 

 



Scope of Work 
SOLICITATION NO. IFB 4400 SSC1016 

Description: Austin Preparedness Calendar 
 

1.0 Purpose 
 

The purpose of this contract is for the printing of approximately 10,000 copies of the annual Office of 
Homeland Security and Emergency Management (HSEM) Austin Preparedness Calendar. 

 

2.0 Term of Contract 
 

 This Contract shall remain in effect for an initial term of 60 months or the City terminates the Contract.  
There are no renewal options. 

 
3.0 Background 

 

The City of Austin Office of Homeland Security and Emergency Management has produced a 
preparedness calendar for more than 20 years. Its purpose is to provide the public with useful 
information about emergency and hazard preparedness, as well as contact information for resources 
that are provided to the public by the city. The preparedness calendar is also a requirement that 
HSEM must meet as a condition of accepting federal grant funds. 

 

4.0 Specifications of Calendar 
 

4.1 10,000 copies 
4.2 12” x 24” paper folded in half to 12” x 12” 
4.3 Saddle stitch on 12” side 
4.4 Hold drilling on opposite 12” side for hanging 
4.5 color printing process with bleeds throughout 
4.6 page cover on 80# cover gloss 
4.7 text pages on 100# text gloss, uncoated opaque 
4.8 Hard copy with color match proof required 

 
5.0 Tasks/Requirements 

  
 5.1 Contractor’s Responsibilities 

5.1.1 Contractor shall produce 10,000 initial copies of calendar in one run for delivery 
and shall allow HSEM to order additional runs in quantities of 300 after the initial 
run. 

5.1.1 Contractor shall carton pack calendars for local delivery to one location in Austin 
5.1.2 Contractor shall perform initial run within 14 calendar days of initial purchase order 

and subsequent runs of 300 within 14 calendar days of subsequent purchase 
order(s). 

5.1.3 Contractor shall have HSEM Contract Manager written approval of calendar before 
being sent to print. 

5.1.4 Contractor shall provide all materials, equipment, and labor required to perform 
under this contract. All set-up, delivery, other expenses must be included in unit 
price of the item. 

5.1.5 Contractor shall include an exact replica sample with their bid submission meeting 
the specifications listed above, items 4.1 – 4.8. If an exact replica sample is not 
included with bid submission, bidder will be disqualified. 

 
 



5.2 City’s Responsibilities 
5.2.1 City will provide images to Contractor for calendar when available. 
5.2.2 City will approve proofs submitted by Contractor before printing. 
5.2.3 City will order all 10,000 calendars in the initial run. 
5.2.4 City will order additional runs in quantities of 300, if needed. 

 
6.0 Delivery Locations 

 
Delivery is to be made within fourteen (14) calendar days after the order is placed (either verbally or in 
writing).  Delivery address to be disclosed upon purchase order issuance.  All orders must be shipped 
complete unless arrangements for partial shipments are made in advance. 
 

7.0 Specific Invoice Requirements 
 

The City’s preference is to have invoices mailed to the below address: 

 City of Austin 
Department Office of Emergency Management 
Attn: Accounts Payable 
Address P.O. Box 1088 
City, State, Zip Code Austin, Texas  78767 

 

 For questions regarding your invoice/payment please contact the City Contract Manager. 

 
8.0 Designation of Key Personnel 

 

The City and the Contractor resolve to keep the same key personnel assigned to this engagement 
throughout its term. In the event that it becomes necessary for the Contractor to replace any key 
personnel, the replacement will be an individual having equivalent experience and competence in 
executing projects such as the one described herein. Additionally, the Contractor shall promptly notify 
the City and obtain approval for the replacement. Such approval shall not be unreasonably withheld. 
The Contractor’s and City’s key personnel are identified as follows: 

 

 Name/ Title Phone Number Email Address 
City Contract 
Manager 

Bryce Bencivengo (512) 974-0470 Bryce.Bencivengo@austintexas.gov  

City Project Manager Nelson Andrade (512) 974-0471 Nelson.Andrade@austintexas.gov   
Procurement 
Specialist 

Sydney Ceder (512) 974-2225 Sydney.Ceder@austintexas.gov  

  

mailto:Bryce.Bencivengo@austintexas.gov
mailto:Nelson.Andrade@austintexas.gov
mailto:Sydney.Ceder@austintexas.gov


ADDENDUM 
PURCHASING OFFICE 

CITY OF AUSTIN, TEXAS 

Solicitation: IFB 4400 SSC1016 Addendum No: 2 Date of Addendum: July 7, 2021 

This addendum is to incorporate the following changes to the above referenced solicitation: 

Paragraph 4.0, "Specifications of Calendar", Section 4.7 is clarified as follows: 

4. 7 24 text pages on 100# text gloss, uncoated opaque pages (to allow for user to write on easily without
smearing, or any visibility/see-thorough when pages are flipped). 

ALL OTHER TERMS AND CONDITIONS REMAIN THE SAME. 

APPROVED BY: 
Sydney Ceder Digitally signed by Sydney Ceder

Date: 2021.07.07 13:22:56 --05'00' 

----------------

Sydney Ceder, Procurement Specialist Ill
Purchasing Office, (512) 974-2225 

Date 

?-/;v/�2 
Date� 1

RETURN ONE COPY OF THIS ADDENDUM TO THE PURCHASING OFFICE, CITY OF AUSTIN, WITH 
YOUR RESPONSE OR PRIOR TO THE SOLICIATION CLOSING DATE. FAILURE TO DO SO MAY 
CONSTITUTE GROUNDS FOR REJECTION. 

EXHIBIT A

~WLEDGEDB~ ~ \'\ 
- r 1 I Dc,.(h-e I~ ~ 

Name 1 Au rizedSigture 



ADDENDUM 
PURCHASING OFFICE 

CITY OF AUSTIN, TEXAS 

Solicitation: IFB 4400 SSC1016 Addendum No: 1 Date of Addendum: June 30, 2021 

This addendum is to incorporate the following changes to the above referenced solicitation: 

Paragraph 4.0, "Specifications of Calendar" is changed as follows: 

4.1 10,000 copies annually 
4.2 12" x 24" paper folded in half to 12" x 12" 
4.3 Saddle stitch on 12" side 
4.4 Hole drilling on opposite 12" side for hanging 
4.5 color printing process with bleeds throughout 
4.6 4 page cover on 80# cover gloss 
4. 7 24 text pages on 100# text gloss, uncoated opaque 
4.8 Hard copy with color match proof required 

The following questions and answers are hereby incorporated into the above referenced Invitation for Bid: 

Q: How many text sheets are in the calendar? 

A See changes to Paragraph 4.0 above. 

Q: How many pages is the calendar on IFB 4400 SSC1016? 

A See changes to Paragraph 4.0 above. 

Q: Could I possibly receive an email with previous bid tabulations for this calendar? 

A: Here is the link to the previous solicitation that includes a file for the Bid Tabulation: 
https ://www. austintexas. gov /financeon Ii ne/account services/solicitation/solicitation details. cfm ?sid = 1 0 
8751 

Q: Is the 10,000 initial quantity for the entire 60 month period? 

A: See changes to Paragraph 4.0 above. 

ALL OTHER TERMS AND CONDITIONS REMAIN THE SAME. 

APPROVED BY: 
Sydney Ceder Digitally signed by Sydney Ceder 

Date: 2021.06.30 10:15:46 -05'00' 

---- -------------Sydney Ceder, Procurement Specialist Ill 
Purchasing Office, (512) 974-2225 
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ACKNOWLEDGED BY: 
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RETURN ONE COPY OF THIS ADDENDUM TO THE PURCHASING OFFICE, CITY OF AUSTIN, WITH 
YOUR RESPONSE OR PRIOR TO THE SOUCIATION CLOSING DATE. FAILURE TO DO SO MAY 
CONSTITUTE GROUNDS FOR REJECTION. 




