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PURCHASING DEPARTMENT





Request for Proposal #RFP-MRO-1750-2025
Purpose
Indiana University (IU) is requesting proposals from firms interested in providing
printing services to the IU Indianapolis and IU System faculty, staff and students on an as needed basis, at competitive prices as specified herein.

The agreement will be exclusive to the extent that only the successful participant will be able to print IU Indianapolis business cards, IU Indianapolis letterhead, stationery and envelopes.

The agreement will be non-exclusive to the extent that IU Indianapolis and IU system faculty, staff and students will obtain quotes for each print order. The university does not guarantee any minimum amount of business in terms of number of orders or dollar volume.

The successful participant will be required to pay the university a commission on all revenue generated through the print center.

The intent of this Request for Proposal (RFP) and the ensuing process is to provide companies with the information, requirements, and specifications necessary for the preparation of a professional and comprehensive proposal. Specific terms and conditions are outlined.

Selection of the successful company (Supplier) will be based upon a variety of factors such as:

· Financial stability of company.
· Ability to furnish required services and to meet the requirements of the RFP.
· Ability to furnish a required online print ordering portal.
· Ability to outline company business continuity plan to include redundancy process.
· Quality of printing services offered and brands of products
· Additional services not specified in the RFP and/or value-added processes which provide a significant benefit to IU.

· A required commission rate paid to the University.
· Acceptance of Terms & Conditions

· References

This criteria have been listed in order of importance.

As used within this RFP, “Participant” shall refer to those companies receiving and responding to this RFP. “Supplier” shall refer to the successful Participant of the process. “University” shall refer to Indiana University.
Mandatory Pre-Proposal meeting – March 18, 2025 – Virtually at 1:30 P.M. 

All participants MUST attend this meeting; failure to do so will result in immediate rejection of any proposal. 
The Mandatory Pre-Proposal meeting will be an opportunity for Suppliers to raise any questions, exceptions, or additions they have concerning this RFP. If a Supplier discovers any significant ambiguity, error, conflict, discrepancy, omission, or other deficiency in this RFP, the Supplier should raise these issues at the meeting.
Statement of Needs
Objectives
The objective is to award a contract whereby the successful participant will successfully provide services included in section F2 Scope of Work at its off-site location for the express purpose of providing print services consultation for the IU Indianapolis and IU System faculty, staff, students and visitors. University print orders vary greatly by size and scope. Departments may work directly with the successful participant for project requirements and quotes.

The business relationship to the university will be that of an independent contractor.

The successful participant will perform the required services offsite in an overflow facility and with vendor partners. The successful participant will pay the university on a monthly basis, a commission in the form of a check, on all revenue generated via scope of work.

All revenues from Printing Services shall accrue solely to Contractor. Any profit
or loss from Printing Services remaining after any and all direct costs, including but not limited to costs of supplies, parts equipment, labor and overhead, and management and administrative costs and commission payments owing hereunder to the university shall inure to the benefit of the Contractor.

Successful participant shall pay to the University a commission on the gross sales less sales tax, postage and refunds with no sales threshold per month of Printing Services Contract, and all permitted sub-contracting of Contractor, under this Agreement on the IU Indianapolis Campus. Commissions shall be paid monthly no later than 30 days following the end of each month of the Term.

The initial contract term will be for four (4) years, with the option to renew for one (1) additional four (4) year extension, upon mutual agreement, for a total term not to exceed eight (8) years. The contract will be available for use by all University Campuses and Departments on a non-exclusive basis. The agreement will be exclusive to the extent that only the successful participant will be able to print IU Indianapolis business cards, IU Indianapolis letterhead, stationery and envelopes.

The university reserves the right to conduct solicitations for printing orders as may be requested. The successful participant will be included in all solicitations.

There is no pricing submittal required for this RFP. Competitive quotes will be obtained by departments for each print order. The university does not guarantee a minimum number of print orders or dollar amount of work.

Proposals will be evaluated on the basis of the most compelling offer to include: quality of products and services, commissions and responsiveness to the RFP requirements.

Scope of Work
PRINTING SERVICE REQUIREMENTS
Vendor shall be required to perform negotiated Design, Copy and Print work, including high-volume and/or highly customized documents at a Vendor owned/managed off-site location.

Vendor shall be required to perform copying, printing, gluing, padding, scoring and finishing for basic and/or customized copying and/or printing of documents, course packets, flyers, brochures, posters, booklets, labels, business cards, envelopes, letterhead, manuals, booklet making, stationary, bindery scanning, large format Printing, Off-set press and other services as needed.

Designing and developing forms, periodicals, and communications for various University departments, faculty, staff, campus conference attendees and students.

Vendor shall include and supply all materials, consumables, and labor, (i.e. paper, toner, staples, etc.) as part of their overall services. This provision excludes University Letterhead and Envelopes.

Print proof copy to be provided on all non-standard jobs as requested. Print proof copy to be provided on all standard jobs as requested.

Vendor shall ship and/or deliver orders during regular business hours, designated by IU.
Print requests that fall outside of the general copy and/or print standards are to be quoted on an “as needed” basis.

Extensive knowledge in graphic / mail-piece design, mailing parameters and requirements.
Vendor shall supply an internet based online order system for Business Card, Letterhead and Envelope orders compatible with the IU Indianapolis campus as part of the overall solution at no additional cost to the University.

Customer Service Expectations
All management and support personnel of Contractor shall present a positive, pleasant, and courteous attitude when providing service to customers. Customers should get the impression that Contractor's staff know and enjoy their jobs and are at all times eager to be helpful to customers and happy to see them patronizing the facilities. Contractor Employees shall be polite and diplomatic in interactions with customers. Any criticism of customers or requests for corrections directed to customers shall be made only by managers, supervisors, and other employees trained and designated to handle such matters.
Contractor shall maintain the appropriate, experienced personnel to ensure that valued customers perceive the high value of the services received. In addition, Contractor, in cooperation with the University, shall oversee and execute the following:

(i) Incorporation of appropriate staffing and measurement of data regarding increased face-to-face customer contact, daily sales, marketing, and customer relations.

(ii) Development and incorporation of a quality control mechanism into Contractor’s daily operations to ensure all work of Contractor Employees is quality-checked at inception, during job runs, at completion of job runs, and prior to customer delivery to ensure that every facet of the work is completed satisfactorily.

(iii) Semi-annual qualitative and quantitative surveys to faculty, staff, and students through mechanisms such as Student Voice, Auxiliary Services distributed listserv surveys, and/or the Service with Distinction (SwD) survey program.
(iv) Collection and compilation, on a quarterly basis, of customer job satisfaction results (including results for jobs bid, jobs secured, jobs not secured, and jobs completed).

If Contractor cannot meet performance and/or quality expectations as defined by the University based on the information described in subsection (b), the University may do any or all the following:
(i) Mandate a change in local business and/or operational leadership of Contractor, it being understood that Contractor shall not be required to remove any employee if, in the opinion of Contractor, such action would violate applicable employment laws, employment contracts, or collective bargaining agreements.

(ii) Mandate a change in Contractor’s operational process.
(iii) Terminate this Agreement.
SAMPLES
The Offeror shall produce the following samples to demonstrate a wide range of printing techniques to include:
· 4/color saddle stitch booklet;
· 4/color perfect bound book;
· Examples of digital variable black and white projects;
· Examples of digital color samples w/ variable data imaging;
· Examples of personalized letter packages to include multiple matched personalized components within the envelope;

· Examples of bi-folded and tri-folded self-mailers both wafer sealed and glued;
· Examples of UV Coating capabilities
· Any specialty design, or printing samples you wish to submit
Each sample must be labeled with production process and the paper stock and weight.
SAMPLES EVALUATION
Printed samples will be evaluated based on the following criteria:
· Product Design
· Print Quality
· Structure Quality
· Overall Quality Attributes
· Print Program Capabilities
· Demonstrated Software, Knowledge, Expertise and Experience
Samples should be placed in an envelope and labeled with your company name.
ADDITIONAL SERVICES REQUIREMENTS
Offeror must be well versed in postal regulations and requirements necessary to fulfill customer needs most efficiently and cost effectively, eliminating 

duplicating work efforts. Offeror should provide details w/ examples regarding capabilities in Bulk Mail; Intelligent Inserting; Video / Camera Match Technology; NCOA processing; Address Hygiene Programming; Inkjet Printing; Equipment redundancy.
SRATEGIC PLANNING INTIATIVES
The following is a non-inclusive listing of strategic planning initiatives to be performed under this Agreement:

Example of Vendor Business Continuity Plan, systems redundancy protocols.

Examples of how Vendor would develop, initiate and maintain marketing and customer call lists (new customers; first-line contacts) to communicate new Printing Services structure, process, and pricing.

Examples of how Vendor would maximize sales and printing opportunities from call lists through aggressive sales and marketing of new Printing Services structure and pricing to campus customers, including faculty, staff, students, and conference visitors.
Provide dedicated sales staff to the IU Indianapolis campus for asset optimization and positive impact to Auxiliary Services and IU Indianapolis.

Vendor to provide process, methodology and examples of how it would approach marketing and sales on the IU campus over and above current print revenue.

Examples of how Vendor would Enhance print operations, customer service, business outreach and job-turnaround producing positive ChangeManagement outcomes in both hands-on and the virtual environment.

RECORDS
Vendor will at all times maintain an accurate record of all design/copy/print/mail jobs under this agreement. Furthermore, Vendor agrees to allow IU Indianapolis full access to before mentioned records for audit purposes.

VOLUME STATISTICS For Past Two Years
    Exhibit A: Copy job request 

Exhibit B: Total print jobs / quantity

Exhibit C: Envelope orders

Exhibit D: Letterhead stationary orders 

Exhibit E: Business card orders

EXHIBIT

	
	Exhibit
	A - Copy Jobs
	B - Print Orders
	C - Envelope
	D - Stationery
	E - Business Cards
	Totals

	1/1/23
	Job Count
	5
	41
	7
	1
	39
	93

	 
	 Quantity
	1,778
	57,109
	4,805
	100
	13,000
	76,792

	2/1/23
	Job Count
	5
	49
	13
	8
	46
	121

	
	 Quantity
	2,306
	34,809
	5,001
	3,200
	13,250
	58,566

	3/1/23
	Job Count
	6
	88
	4
	4
	38
	140

	 
	 Quantity
	1,594
	76,376
	26,940
	8,000
	11,000
	123,910

	4/1/23
	Job Count
	6
	136
	8
	3
	47
	200

	
	 Quantity
	808
	73,684
	14,700
	1,500
	13,250
	103,942

	5/1/23
	Job Count
	5
	85
	8
	3
	53
	154

	 
	 Quantity
	1,752
	113,000
	14,780
	1,700
	15,350
	146,582

	6/1/23
	Job Count
	3
	73
	6
	2
	57
	141

	
	 Quantity
	2,106
	54,479
	6,500
	1,500
	16,500
	81,085

	7/1/23
	Job Count
	1
	107
	3
	3
	40
	154

	 
	 Quantity
	100
	121,319
	3,000
	3,000
	10,565
	137,984

	8/1/23
	Job Count
	7
	60
	5
	5
	44
	121

	
	 Quantity
	2,421
	108,876
	7,750
	7,000
	12,300
	138,347

	9/1/23
	Job Count
	4
	128
	5
	1
	28
	166

	 
	 Quantity
	5,325
	69,914
	4,000
	1,500
	9,500
	90,239

	10/1/23
	Job Count
	8
	91
	8
	5
	80
	192

	
	 Quantity
	12,075
	32,218
	7,500
	7,000
	36,650
	95,443

	11/1/23
	Job Count
	2
	56
	11
	6
	53
	128

	 
	 Quantity
	1,600
	45,245
	7,750
	7,000
	18,250
	79,845

	12/1/23
	Job Count
	 
	24
	4
	3
	20
	51

	
	 Quantity
	 
	11,158
	1,750
	1,000
	5,000
	18,908

	1/1/24
	Job Count
	1
	41
	4
	1
	46
	93

	 
	 Quantity
	65
	18,864
	7,800
	500
	14,000
	41,229

	2/1/24
	Job Count
	1
	87
	12
	3
	40
	143

	
	 Quantity
	500
	67,639
	15,575
	8,250
	11,500
	103,464

	3/1/24
	Job Count
	 
	83
	17
	3
	61
	164

	 
	 Quantity
	 
	152,787
	23,950
	4,000
	21,250
	201,987

	4/1/24
	Job Count
	3
	129
	3
	1
	63
	199

	
	 Quantity
	5,301
	61,808
	17,000
	1,000
	17,500
	102,609

	5/1/24
	Job Count
	3
	77
	6
	3
	52
	141

	 
	 Quantity
	8,000
	131,279
	5,500
	1,250
	17,000
	163,029

	6/1/24
	Job Count
	1
	64
	14
	7
	44
	130

	
	 Quantity
	2,000
	40,534
	23,750
	2,500
	11,750
	80,534

	7/1/24
	Job Count
	4
	85
	24
	17
	79
	209

	 
	 Quantity
	7,255
	206,641
	21,250
	13,000
	34,900
	283,046

	8/1/24
	Job Count
	5
	89
	4
	6
	62
	166

	
	 Quantity
	4,404
	58,489
	23,005
	8,000
	19,500
	113,398

	9/1/24
	Job Count
	3
	112
	8
	1
	51
	175

	 
	 Quantity
	3,504
	61,579
	20,500
	500
	13,200
	99,283

	10/1/24
	Job Count
	3
	102
	8
	8
	56
	177

	
	 Quantity
	3,504
	59,081
	5,110
	4,000
	16,815
	88,510

	11/1/24
	Job Count
	3
	66
	8
	3
	30
	110

	 
	 Quantity
	103
	53,988
	4,500
	3,000
	8,000
	69,591

	12/1/24
	Job Count
	1
	19
	6
	1
	22
	49

	
	 Quantity
	65
	21,001
	6,000
	2,000
	6,000
	35,066

	
	
	 
	 
	 
	 
	 
	 

	Total Job Counts
	 
	80
	1,892
	196
	98
	1,151
	3,417

	Total Quantity
	 
	66,566
	1,731,877
	278,416
	90,500
	366,030
	2,533,389
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