
   
 

1 
 

 
005-RFB-1332-2025 – Statewide Reprographics Services 

 
 

SECTION 1 - INTRODUCTION 
 
1.1 Bidder Instructions 

The Iowa Department of Administrative Services – Central Procurement, will be receiving bids 
for Statewide Reprographic Services. 
 
Bids must be received no later than 2:00 pm (CT), October 25th, 2025. Late bids will not be 
considered. Bidder is to download this document and save to computer.  Once saved, type in 
responses to the required sections and save again. Finally upload the document to IMPACS 
Electronic Procurement System with your bid.  As an option, the Bidder may print, write in 
responses, scan, and attach response.  If this document is not attached to the bid response in 
IMPACS, the Bidder’s bid may be disqualified.   

 
1.2 Purpose 

The purpose of this Request for Bids (RFB) is to solicit bids from qualified providers to provide the 
goods and/or services described further in this RFB to the Lead Agency and any Participating 
Agencies. The Lead Agency intends to award a contract(s) beginning and ending on the dates listed 
in the IMPACS solicitation, and the Lead Agency may extend the contract(s) for up to the number 
of annual extensions identified in the IMPACS solicitation at the sole discretion of the Lead 
Agency. Any contract(s) resulting from the RFB shall not be an exclusive contract.  
 

1.3 Request for Bid (RFB) Definitions 
 

Definitions – For the purposes of this RFB and the resulting contract, the following terms shall 
mean: 
 
“Agency” means the agency identified in the IMPACS solicitation that is issuing the RFB and any 
other agency that purchases from the Contract.  
 
“Alternative Bid” means a response to a bid that does not meet the exact requirements of the 
specification but offers an alternative for consideration. An alternative bid is submitted with an 
intentional variation to a provision, specification, term or condition of the solicitation. This 
alternative, in the opinion of the bidder, achieves the same end result. Alternative bids may be 
rejected as non-responsive. 
 
“Bid” means the Bidder’s bid submitted in response to the RFB.  
 
“Bidder” means a vendor submitting a bid in response to this RFB.  
 
“Contract” means the contract(s) entered into with the successful Bidder(s). 
 
“Lead Agency” means the agency facilitating the procurement and establishing the Contract. 
 

https://bids.sciquest.com/apps/Router/PublicEvent?CustomerOrg=DASIowa
https://bids.sciquest.com/apps/Router/PublicEvent?CustomerOrg=DASIowa
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“Participating Agency” means the agency utilizing the established contract. 
 
“Political Subdivisions” means cities, counties, and educational institutions. 
 
“Responsible Bidder” means a Bidder that has the capability in all respects to perform the 
requirements of the Contract.  In determining whether a Bidder is a Responsible Bidder, the 
Agency may consider various factors including, but not limited to, the Bidder’s competence and 
qualifications to provide the goods or services requested, the Bidder’s integrity and reliability, the 
past performance of the Bidder relative to the quality of the goods or services offered by the 
Bidder and the best interest of the Agency and the State.  
 
“Responsive Bid” means a Bid that complies with each of the provisions of this RFB, or is either 
an alternative bid or a bid with an exception, if accepted by the Agency. 
 
“RFB” means this Request for Bids and any addenda hereto.  
 
“State” means the State of Iowa, the Agency identified in the IMPACS solicitation, and all state 
agencies, boards, and commissions, and any political subdivisions making purchases from the 
Contract as permitted by this RFB. 
 

1.4 Contract Term   Insert dates/term and delete option not used.  
The term of the contract will begin October 10th, 2024 and end on October 9th, 2025.  
Option 1 The Contract may be renewed by mutual agreement of both parties for up to five (5) 
years.  
 

1.5 Background Information 
This RFB is designed to provide Bidders with the information necessary for the preparation of 
competitive Bids. The RFB process is for the Lead Agency’s and Participating Agencies’ benefit and 
is intended to provide the Lead Agency with competitive information to assist in the selection 
process. It is not intended to be comprehensive. Each Bidder is responsible for determining all 
factors necessary for submission of a comprehensive Bid. 
 
The purpose of this RFB is to establish Master Agreements (MA’S) with vendors for reprographics 
services, primarily for the reproduction and distribution of prints and project manuals for 
construction projects around the State of Iowa. Individual projects with very high reprographics 
costs ($50,000 or more) may be bid separately. 

 
The State intends to award one Master Agreement, but reserves the right to award to multiple 
vendors in any or all geographic locations. The MA’s may be awarded to one vendor or a 
combination of vendors.  There will be no pre-bid meeting and no bid or performance security 
will be required.  The State is exempt from all taxes and no taxes should be included in your 
proposal or billings.    
 
Once MA’s are awarded the States reserves the right to place a job or jobs with any of the MA 
vendors if the State deems it to be in the State’s best interests. We anticipate 50-60 
reprographic jobs annually, the majority of which will be electronic.  The State of Iowa does not 
guarantee any minimum number of annual purchases.   
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SECTION 2 – ADMINISTRATIVE INFORMATION 
 
2.1 Issuing Officer 

The Issuing Officer identified in the IMPACS solicitation is the sole point of contact regarding the 
RFB from the date of issuance until selection of the successful Bidder. 
 
For further information regarding this project contact: 
Michael Bradbury – Issuing Officer 
Iowa Department of Administrative Services – Central Procurement 
Phone: 515-823-9327 
Email: Michael.Bradbury@Iowa.gov 

 
2.2 Restriction on Communication 

From the issue date of this RFB until announcement of the successful Bidder, Bidders may contact 
only the Issuing Officer. The Issuing Officer will respond only to electronic questions regarding the 
procurement process. Questions related to the interpretation of this RFB must be submitted as 
provided in the IMPACS solicitation. Oral questions related to the interpretation of this RFB will 
not be accepted.  Bidders may be disqualified if they contact any State employee other than the 
Issuing Officer about the RFB except that Bidders may contact the State Targeted Small Business 
Office on issues related to the preference for Targeted Small Businesses.  

 
The Agency assumes no responsibility for oral representations made by its officers or employees 
unless such representations are confirmed in writing and incorporated into the RFB through an 
addendum.  

 
2.3 Amendment to the RFB  

The Agency reserves the right to amend the RFB at any time using an addendum. The Bidder shall 
acknowledge receipt of all addenda in its Bid.   

 
It is the Bidder’s sole responsibility to check daily for addenda to posted documents.  

 
2.4 Bid Amendment and/or Withdrawal  

The Bidder may amend or withdraw and resubmit its Bid at any time before the Bids are due. The 
amendment must be submitted on Iowa IMPACS by the Bidder to the bid and received by the time 
set for the receipt of Bids.   

 
2.5 Submission of Bids 

The Agency must receive the electronic Bid on: Iowa IMPACS before the “Bids Due” date and time.  
This is a mandatory requirement and will not be waived by the Agency.  Any Bid received after 
this deadline will not be accepted. It is the Bidder’s responsibility to ensure the bid is received 
prior to the deadline. Email and faxed Bids will not be accepted. 
 
Bidders must furnish all information necessary to enable the Agency to evaluate the Bid.  Bids that 
fail to meet the mandatory requirements of the RFB may be rejected.  Oral information provided 
by the Bidder shall not be considered part of the Bidder's Bid unless it is in writing. 
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2.6 Bid Opening 
The Agency will open Bids after the deadline for submission of Bids has passed.  However, the 
names of Bidders who submitted timely Bids will be publicly available after the Bid opening. See 
Iowa Code Section 72.3. The announcement of Bidders who timely submitted Bids does not mean 
that an individual Bid has been deemed technically compliant or accepted for evaluation. 
 

2.7 Costs of Preparing the Bid 
The costs of preparation and delivery of the Bid are solely the responsibility of the Bidder.  
 

2.8 Rejection of Bids 
The Agency reserves the right to reject any or all Bids, in whole and in part, received in response 
to this RFB at any time prior to the execution of a written Contract.  Issuance of this RFB in no way 
constitutes a commitment by the Agency to award a Contract.  This RFB is designed to provide 
Bidders with the information necessary to prepare a competitive Bid.  This RFB process is for the 
Agency’s benefit and is intended to provide the Agency with competitive information to assist in 
the selection of a Bidder to provide goods and/or services.  It is not intended to be comprehensive 
and each Bidder is responsible for determining all factors necessary for submission of a 
comprehensive Bid.  

 
2.9 Disqualification  

The Agency will reject outright and will not evaluate Bids if the Bidder fails to deliver the Bid by 
the due date and time. The Agency may reject outright and may not evaluate Bids for any one of 
the following reasons: 

 
● The Bidder acknowledges that a requirement of the RFB cannot be met. 
● The Bidder’s Bid materially changes a requirement of the RFB or the Bid is not compliant with 

the requirements of the RFB. 
● The Bidder’s Bid limits the rights of the Agency.  
● The Bidder fails to include information necessary to substantiate that it will be able to meet a 

requirement of the RFB.  
● The Bidder fails to timely respond to the Agency’s request for information, documents, or 

references.  
● The Bidder fails to include bid security, if required.  
● The Bidder fails to include any signature, certification, authorization, stipulation, disclosure or 

guarantee requested. 
● The Bidder presents the information requested by this RFB in a format inconsistent with the 

instructions of the RFB or otherwise fails to comply with the requirements of the RFB.  
● The Bidder initiates unauthorized contact regarding the RFB with state employees.  
● The Bidder provides misleading or inaccurate responses. 
● The Bidder’s Bid is materially unbalanced. 
● There is insufficient evidence (including evidence submitted by the Bidder and evidence 

obtained by the Agency from other sources) to satisfy the Agency that the Bidder is properly 
responsive and responsible to satisfy the requirements of the RFB.  

● The Bidder alters the language in Certification Letter or Authorization to Release Information 
Letter.  

● The Respondent is a “scrutinized company” included on a “scrutinized company list” created by 
a public fund pursuant to Iowa Code section 12J.3. 
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2.10 Nonmaterial Variances 

The Agency reserves the right to waive or permit cure of nonmaterial variances in the Bid if, in the 
judgment of the Agency, it is in the Agency’s best interest to do so.  Nonmaterial variances include 
minor informalities that do not affect responsiveness, that are merely a matter of form or format, 
that do not change the relative standing or otherwise prejudice other Bidders, that do not change 
the meaning or scope of the RFB, or that do not reflect a material change in the requirements of 
the RFB.  In the event the Agency waives or permits cure of nonmaterial variances, such waiver or 
cure will not modify the RFB requirements or excuse the Bidder from full compliance with RFB 
specifications or other contract requirements if the Bidder is awarded the contract. The 
determination of materiality is in the sole discretion of the Agency. 
 

2.11 Reference Checks 
The Agency reserves the right to contact any reference to assist in the evaluation of the Bid, to 
verify information contained in the Bid and to discuss the Bidder’s qualifications and the 
qualifications of any subcontractor identified in the Bid. 

 
2.12 Information from Other Sources  

The Agency reserves the right to obtain and consider information from other sources concerning 
a Bidder, such as the Bidder’s capability and performance under other contracts, the qualifications 
of any subcontractor identified in the Bid, the Bidder’s financial stability, past or pending litigation, 
and other publicly available information.  
 

2.13 Verification of Bid Contents 
The content of a Bid submitted by a Bidder is subject to verification. If the Agency in its sole 
discretion determines that the content is in any way misleading or inaccurate, the Bidder may be 
disqualified.  

 
2.14 Bid Clarification Process 

The Agency reserves the right to contact a Bidder after the submission of Bids for the purpose of 
clarifying a Bid to ensure mutual understanding. This contact may include written questions, 
interviews, site visits, a review of past performance if the Bidder has provided goods and/or 
services to the State or any other political subdivision wherever located, or requests for corrective 
pages in the Bidder’s Bid. The Agency will not consider information received if the information 
materially alters the content of the Bid or alters the type of goods and/or services the Bidder is 
offering to the Agency. An individual authorized to legally bind the Bidder shall sign responses to 
any request for clarification. Responses shall be submitted to the Agency within the time specified 
in the Agency's request.  Failure to comply with requests for additional information may result in 
rejection of the Bid as non-compliant.   
 

2.15 Disposition of Bids 
All Bids become the property of the Agency and shall not be returned to the Bidder at the 
conclusion of the selection process, the contents of all Bids will be in the public domain and be 
available for inspection by interested parties except for information for which Bidder properly 
requests confidential treatment according to exceptions provided in Iowa Code Chapter 22 or 
other applicable law.   
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2.16 Public Records and Requests for Confidential Treatment 
The Agency’s release of public records is governed by Iowa Code Chapter 22. Contractors are 
encouraged to familiarize themselves with Chapter 22 before submitting a Bid. The Agency will 
copy and produce public records upon request as required to comply with Chapter 22 and will 
treat all information submitted by a Contractor as non-confidential records unless Contractor 
requests specific parts of the Bid be treated as confidential at the time of the submission as set 
forth herein AND the information is confidential under Iowa or other applicable law. 
 

2.17 Form 22 Request for Confidentiality 
FORM 22 MUST BE COMPLETED AND INCLUDED WITH CONTRACTOR’S BID. COMPLETION AND 
SUBMITTAL OF FORM 22 IS REQUIRED WHETHER THE BID DOES OR DOES NOT CONTAIN 
INFORMATION FOR WHICH CONFIDENTIAL TREATMENT WILL BE REQUESTED. FAILURE TO 
SUBMIT A COMPLETED FORM 22 WILL RESULT IN THE BID CONSIDERED NON-RESPONSIVE AND 
NOT EVALUATED. 
 

2.18 Copyrights 
By submitting a Bid, the Bidder agrees that the Agency may copy the Bid for purposes of 
facilitating the evaluation of the Bid or to respond to requests for public records. The Bidder 
consents to such copying by submitting a Bid and warrants that such copying will not violate the 
rights of any third party. The Agency shall have the right to use ideas or adaptations of ideas that 
are presented in the Bids. 
 

2.19 Release of Claims 
By submitting a Bid, the Bidder agrees that it will not bring any  claim or cause of action against 
the Agency based on any misunderstanding concerning the information provided herein or 
concerning the Agency's failure, negligent or otherwise, to provide the Bidder with pertinent 
information in this RFB. 

  
2.20 Bidder Presentations    

At the sole discretion of the State, Bidders may be required to make a presentation of the Bid. 
The presentation may occur at the Agency’s offices or at the offices of the Bidder. The 
determination as to need for presentations, the location, order, and schedule of the presentations 
is at the sole discretion of the Agency. The presentation may include slides, graphics and other 
media selected by the Bidder to illustrate the Bidder’s Bid. The presentation shall not materially 
change the information contained in the Bid.  

 
2.21 Evaluation of Bids Submitted 

Bids that are timely submitted and are not subject to disqualification will be reviewed in 
accordance with the RFB.   
 

2.22 Preference 
By virtue of statutory authority, a preference will be given to products and provisions grown and 
coal produced within the state of Iowa. Preference application: Tied responses to solicitations, 
regardless of the type of solicitation, are decided in favor of Iowa products and Iowa-based 
businesses per 11 IAC 117. 
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2.23 Determination of Responsible Bidder & Responsive Bid 
All Bids will be first evaluated to determine if they comply with the bid requirements (i.e. to 
determine if the Bidder is a Responsible Bidder submitting a Responsive Bid). To be deemed a 
Responsible Bidder and a Responsive Bid, the Bid must comply with the bid format instructions 
and answer “Yes” to all parts and include information demonstrating the Bidder will be able to 
comply with the bid requirements.  

 
2.24 Evaluation Criteria 

The Agency will evaluate the Responsive Bids submitted by Responsible Bidders to determine the 
lowest responsible bidder(s) and will award the Contract(s) to the Bidder(s) submitting the lowest 
responsible bid(s) based on price. 
 

2.25 Award Notice and Acceptance Period 
Notice of Intent to Award the Contract(s) will be sent to all Bidders submitting a timely Bid and 
will be posted on Iowa IMPACS. Negotiation and execution of the Contract(s) shall be completed 
no later than thirty (30) days from the date of the Notice of Intent to Award. If the apparent 
successful Bidder fails to negotiate and deliver an executed contract by that date, the Agency, in 
its sole discretion, may cancel the award and award the Contract to the remaining Bidder the 
Agency believes will provide the best value to the State. 
 

2.26 Definition of Contract 
The full execution of a written contract shall constitute the making of a contract for the goods 
and/or services requested by the RFB and no Bidder shall acquire any legal or equitable rights 
relative to the contract for goods and/or services until the contract has been fully executed by the 
successful Bidder and the Agency. 
 

2.27 Choice of Law and Forum 
This RFB and the Contract are to be governed by the laws of the state of Iowa.  Changes in 
applicable laws and rules may affect the award process or the Contract.  Bidders are responsible 
for ascertaining pertinent legal requirements and restrictions.  Any and all litigation or actions 
commenced in connection with this RFB shall be brought in the appropriate Iowa forum. 

 
2.28 Restrictions on Gifts and Activities 

Iowa Code Chapter 68B restricts gifts which may be given or received by State employees and 
requires certain individuals to disclose information concerning their activities with State 
government. Bidders are responsible to determine the applicability of Chapter 68B to their 
activities and to comply with its requirements. In addition, pursuant to Iowa Code Section 722.1, 
it is a felony offense to bribe or attempt to bribe a public official. 

2.29 Appeals 
A Respondent whose proposal has been timely filed and who is aggrieved by the award of the 
department may appeal the decision by filing a written notice of appeal (in accordance with 11—
Chapter 117.20, Iowa Administrative Code) to: The Director of the Department of Administrative 
Services, Hoover State Office Building, Des Moines, Iowa 50319-0104 and a copy to the Issuing 
Officer.  The notice must be filed within five days of the date of the Intent to Award notice issued 
by the Department, exclusive of Saturdays, Sundays, and legal state holidays.  The written notice 
may be filed by fax transmission to 515.725.2064.  The notice of appeal must clearly and fully 
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identify all issues being contested by reference to the page, section and line number(s) of the RFP 
and/or the notice of Intent to Award.  A notice of appeal may not stay negotiations with the 
apparent successful Contractor. 

 
2.30 Unit Price 

If a discrepancy between the unit price and the item total exists, the unit price prevails.  
 

2.31 Price Adjustments to Term Contract(s) 
Bid prices shall remain firm the first year of the contract. Price adjustments may be taken into 
consideration during the contract renewal process. The State reserves the right to accept or reject 
any proposed price(s) changes.  Requested price changes should be submitted to the Iowa 
Department of Administrative Services – Central Procurement, sixty (60) days prior to the contract 
anniversary date. 

 
2.32 Registration 

The successful Bidder will be required to register to do business in Iowa before payment can be 
made. For how to do business with the State of Iowa go 
https://das.iowa.gov/procurement/vendors/how-do-business. 

 
2.33 Questions and Requests for Clarification  

Bidders are invited to submit written questions and requests for clarifications regarding the RFB. 
The questions and requests for clarifications must be received by the Issuing Officer by date 
October 18th, 2024 time 2:00 pm (CT). Oral questions will not be permitted. If the questions and 
requests for clarifications pertain to a specific section of the RFB, the page and section number(s) 
must be referenced. Written responses to questions and requests for clarifications will be issued 
in the form of an addendum and sent to Bidders who received RFBs.   

 
  

https://das.iowa.gov/procurement/vendors/how-do-business
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SECTION 3 – SPECIFICATIONS 
 

3.1 All items listed in this Section are Bid Specifications. A successful Bidder must be able to satisfy all 
these specifications to be deemed a Responsible Bidder.  

 
3.1.1 Vendor must have the capabilities to provide high quality duplication services for all 

paper sizes in black and white as well as color formats. 
 
3.1.2 Vendor must have the capability to maintain a secure public website for the distribution 

of plans, specifications and addendums.  Vendor must require password protection for 
electronic distribution and be able to audit those that view, print and/or download 
documents and maintain a list of plan holders available to the public continuously. 

 
3.1.3 Vendor must issue invitations to their database of contacts and public plan rooms on 

behalf of the State of Iowa on all projects they list. 
 
3.1.4 Vendor must list a project to their website and make plans and documents available to 

the public electronically and in hard copy within 2 working days. 
 
3.1.5 Vendor must accept a MBI card or case or credit card for plan deposit and refund the 

deposit in full if the plan set is returned within 14 calendar days of the bid due date.  
 
3.1.6 Vendor must make services available to the political subdivisions of the State of Iowa. 

 
3.1.7 Subcontracting is prohibited unless specifically authorized in writing by the issuing 

officer of CPB. Subcontractors shall perform to the same standards expected of vendors 
and the vendor accepts full responsibility for their subcontractor’s work. 

 

3.2 RFB Exhibit A – Cost Proposal Form 
Bidders must submit Exhibit A – Cost Proposal Form to be considered.  
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SECTION 4 - FORM OF BID 
 
Instructions – Bidder is to complete the following.  Fill out items with blanks.  Indicate “yes” or “no” on 
items requesting agreement.  If a “no” response is indicated, exception must be noted on Attachment 1.  
 
4.1 Bidder Information 

 
Business Name:    

 
Official Address:  
      
  
 
  
 
Firm's State or Foreign Country of Residence:    
 
Sales contact:            
 
Telephone Number:             
 
Fax Number:            
 
Email:             
 

4.2 Contract Terms and Conditions 
The Contract(s) that the Agency expects to award as a result of this solicitation will be based upon 
the final Bid submitted by the successful Bidder and the solicitation. The contract between the 
Agency and the successful Bidder shall be a combination of the specifications, terms and 
conditions of the solicitation, the contract terms and conditions in the IMPACS solicitation, the 
offer of the Bidder contained in the final Bid submitted by the Bidder, written clarifications or 
changes made in accordance with the provisions of the solicitation, and any other terms deemed 
necessary by the Agency, except that no objection or amendment by a Bidder to the provisions or 
terms and conditions of the solicitation shall be incorporated into the Contract unless the Agency 
has explicitly accepted the Bidder’s objection or amendment in writing. The contract terms and 
conditions contained in the IMPACS solicitation will be incorporated into the Contract.  
 
The contract terms and conditions may be supplemented at the time of Contract execution and 
are provided to enable Bidders to better evaluate the costs associated with the solicitation 
requirements and the Contract. Bidders should plan on the contract terms and conditions 
contained in the IMPACS solicitation being included in any contract awarded as a result of this 
solicitation. All costs associated with complying with these requirements should be included in 
any pricing quoted by the Bidder. By submitting a Bid, each Bidder acknowledges its acceptance 
of the solicitation terms and conditions without change except as otherwise expressly stated in 
Attachment 1. If a Bidder takes exception to a provision, it must state the reason for the exception 
and the specific contract language it proposes to include in place of the provision. Exceptions that 
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materially change these terms or the requirements of the solicitation may be deemed non-
responsive by the State, in its sole discretion, resulting in possible disqualification of the Bid. The 
Agency reserves the right to either award a Contract(s) without further negotiation with the 
successful Bidder or to negotiate contract terms with the selected Bidder if the best interests of 
the Agency would be served.  
 
Bidder has read and agrees to this section:   Yes  No  

 
4.3 Terms and Conditions 

The parties agree to comply with the terms and conditions in the IMPACS solicitation which are 
by this reference made a part of the Agreement.  
 
Bidder has read and agrees to this section:   Yes  No  
 

4.4 Terms of Pcard Acceptance 
The State of Iowa prefers to pay Bidders using its Purchasing Card Program (Pcard) whenever 
possible. Bidders accepting Pcard payments shall comply with the following security measures: 
● Bidder shall comply with the most current Payment Card Industry Data Security Standards (PCI 

DSS) to assure confidential card information is not compromised; 
● Bidder shall adhere to Fair and Accurate Credit Transactions Act requirements that limit the 

amount of consumer and account information shared for greater security protection; 
● When accepting orders online, Bidder shall ensure Internet orders are processed via secure 

websites, featuring Verisign, TRUSTe, BBBOnline, or “https” in the web address; 
● When accepting orders by phone, Bidder shall send itemized receipts (excluding card numbers) 

to the cardholder by fax, email, or mail (with delivery); 
● Bidder shall process payment for items when an order is placed only for items currently in stock 

and available for shipment, and only for services already rendered; 
● Bidder shall confirm that the name of purchaser matches the name on the card; 
● Bidder shall shred any documentation with credit card numbers. 
For additional information, see the State of Iowa Purchasing Card Policy and Procedures Manual, 
or visit the State Pcard website.   
 
Bidder has read and agrees to this section:   Yes  No  

 
4.5 Required Use of Pcard 

All payments, by State of Iowa agencies, against this contract will require use of the State of Iowa 
Pcard. 
 
Bidder has read and agrees to this section:   Yes  No  
 

4.6 Specifications 
Bidder is able to provide and performed as specified in Section 3. By indicating “yes”, a Bidder 
agrees that it shall comply with that requirement throughout the full term of the resulting 
Contract, if the Bidder is successful. In addition, for specific requirements, the Bidder shall 
provide, if requested, specific references and/or supportive information to verify the Bidder’s 
compliance with the requirement. Failure to provide this information may cause the Bid to be 
deemed non-responsive and therefore rejected. The Agency reserves the right to determine 

https://das.iowa.gov/sites/default/files/PCard/pdf/PC000-PcardPnPManual.pdf
https://das.iowa.gov/procurement/agencies/state-iowa-purchasing-card-program
https://dasebid.ionwave.net/Desktop.aspx?pid=259&caid=3&at=200&ret=254&bret=252
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whether the supportive information submitted by the Bidder demonstrates the Bidder will be able 
to comply with the Bid Requirements. If the Agency determines the supportive information does 
not demonstrate the Bidder will be able to comply with the Bid Requirements, the Agency may 
disqualify the Bid. Please enter the required information on an attachment and upload the 
document. 
 
Bidder has read and agrees to this section:   Yes  No  
 

4.7 Bidder Experience  
The Bidder must provide the following information regarding its experience:  
● Number of years in business  
● Number of years of experience with providing the types of goods and/or services sought by the 

solicitation.  
● Describe the level of technical experience in providing the types of goods and/or services sought 

by the solicitation.  
● List all goods and/or services similar to those sought by this solicitation that the Bidder has 

provided to other businesses or governmental entities.  
 

  

  

  

  

  

  

  

  

4.8 Terminations, Litigation, Debarment  
The Bidder must provide the following information:  
● During the last five (5) years, has the Bidder had a contract for goods and/or services terminated 

for any reason? If so, provide full details related to the termination.  
● During the last five (5) years, describe any damages or penalties or settlements to resolve 

disputes entered into by Bidder under any of its existing or past contracts as it relates to goods 
and/or services performed that are similar to the goods and/or services contemplated by this 
RFB. If so, indicate the reason for the penalty or exchange of property, goods, or services and 
the estimated amount of the cost of that incident to the Bidder.  

● During the last five (5) years, describe any order, judgment or decree of any Federal or State 
authority barring, suspending or otherwise limiting the right of the Bidder to engage in any 
business, practice or activity.  
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● During the last five (5) years, list and summarize all litigation or threatened litigation, 
administrative or regulatory proceedings, or similar matters to which the Bidder or its officers 
have been a party.  

● The Bidder must also state whether it or any owners, officers, or primary partners have ever 
been convicted of a felony. Failure to disclose these matters may result in rejection of the Bid 
or termination of any subsequent Contract.  

● This is a continuing disclosure requirement. Any such matter commencing after submission of 
a Bid, and with respect to the successful Bidder after the execution of a Contract, must be 
disclosed in a timely manner in a written statement to the Agency.  
 

  

  

  

  

  

  

  

  

  

  

 
4.9 Bidder Reference  

The Bidder shall provide the following general background information: References from three 
(3) previous customers or clients knowledgeable of the Bidder’s performance in providing goods 
and/or services similar to the goods and/or services described in this solicitation and a contact 
person and telephone number for each reference. Please attach a document with the required 
information.  
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4.10 Preference  
The Bidder shall provide the following general background information: For an out-of-state 
Bidder, Bidder certifies the Resident Preference given by the State or Foreign Country of Bidder’s 
residence. Enter the resident preference in the text box or indicate no preference. 
 
Bidder’s state has a preference law: Yes  No  Bidder’s state  

 
4.11 Open Competition 

Where, in these specifications, reference is made to materials, trade names, or articles of certain 
manufacture, it is done for the purpose of establishing a base of comparative quality type, and 
style and not for the purpose of limiting competition. Other materials or brands may be accepted 
if, in the opinion of the State of Iowa, they are equal in quality and of a design in harmony with 
the intent of these specifications. Samples WILL or MAY be requested to determine acceptance. 
 
Bidder has read and agrees to this section:   Yes  No  
 

4.12 Silence of Specification 
The apparent silence of these specifications as to any details or the omission from it of a detail 
description concerning any point shall be interpreted as meaning that only the best commercial 
practices are to prevail, and that only materials and/or workmanship of finest quality shall be 
used.  
 
Bidder has read and agrees to this section:   Yes  No  

 
4.13 FOB Destination, Freight Prepaid 

 
Bidder has read and agrees to this section:   Yes  No  

 
4.14 Delivery Time 

Provide the expected number of days after receipt of order until delivered to the specified facility. 
Expected number of days: ______ 
 
Bidder has read and agrees to this section:   Yes  No  
 

4.15 Award by Supplier 
The Iowa Department of Administrative Services has determined that the award will be made to 
the Bidder with the best overall price. 
 
Bidder has read and agrees to this section:   Yes  No  

 
4.16 Criminal History and Background Information 

The Bidder hereby explicitly authorizes the Agency to conduct criminal history and/or other 
background investigation(s) of the Bidder, its officers, directors, shareholders, or partners and 
managerial and supervisory personnel retained by the Bidder for the performance of the Contract.  
 
Bidder has read and agrees to this section:   Yes  No  
 

https://dasebid.ionwave.net/Desktop.aspx?pid=255&caid=9&at=202&ret=254&bret=252
https://dasebid.ionwave.net/Desktop.aspx?pid=255&caid=9&at=203&ret=254&bret=252
https://dasebid.ionwave.net/Desktop.aspx?pid=259&caid=8&at=185&ret=254&bret=252
https://dasebid.ionwave.net/Desktop.aspx?pid=259&caid=3&at=18&ret=254&bret=252
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4.17 Insurance 
The Contract will require the successful Bidder to maintain insurance coverage(s) in accordance 
with the contractual provisions. Bidder shall, at its sole expense, maintain in full force and effect, 
with insurance companies admitted to do business in the State of Iowa and acceptable to the 
Agency, insurance covering its work of the type and in amounts required by this Contract. Bidder’s 
insurance shall, among other things, insure against any loss or damage resulting from or related 
to Bidder’s performance of this Contract regardless of the date the claim is filed or expiration of 
the policy. All insurance policies required by this Contract shall: (i) be subject to the approval of 
the Agency; (ii) remain in full force and effect for the entire term of this Contract; and (iii) not be 
canceled, reduced or changed without the Agency’s prior written consent. The State of Iowa and 
Agency shall be named as additional insureds on all such policies, and all such policies shall include 
the following endorsement: “It is hereby agreed and understood that the State of Iowa and the 
Agency are named as additional insured, and that the coverage afforded to the State of Iowa and 
the Agency under this policy shall be primary insurance. If the State of Iowa or the Agency have 
other insurance which is applicable to a loss, such other insurance shall be on an excess, secondary 
or contingent basis. The amount of the insurer’s liability under this policy shall not be reduced by 
the existence of such other insurance.” Unless otherwise requested by the Agency, Bidder shall 
cause to be issued insurance policies with the coverages set forth below:  
 

Type of Insurance Limit Amount 
General Liability (including contractual liability) 
written  on an occurrence basis 

General Aggregate 
Products –  
Comp/Op  Aggregate 
Personal injury 
Each Occurrence 

$2 million 
 
$1 Million 
$1 Million 
$1 Million 

Automobile Liability (including contractual 
liability) written on an occurrence basis 

Combined single limit $1 Million 

Excess Liability, umbrella form Each Occurrence 
Aggregate 

$1 Million 
$1 Million 

Errors and Omissions Insurance Each Occurrence  $1 Million 
Property Damage Each Occurrence 

Aggregate 
$1 Million 
$1 Million 

Workers Compensation and Employer Liability As Required by Iowa 
law 

As required 
by Iowa law 

 
4.17.1 Certificates of Coverage  

At the time of execution of this Contract, Bidder shall deliver to the Agency certificates of 
insurance certifying the types and the amounts of coverage, certifying that said insurance 
is in force before the Bidder starts work, certifying that said insurance applies to, among 
other things, the work, activities, products and liability of the Bidder related to this 
Contract, certifying that the State of Iowa and the Agency are named as additional 
insureds on the policies of insurance by endorsement as required herein, and certifying 
that no cancellation or modification of the insurance will be made without at least thirty 
(30) days prior written notice to the Agency. All certificates of insurance shall be subject 
to approval by the Agency. The Bidder shall simultaneously with the delivery of the 
certificates deliver to the Agency one duplicate original of each insurance policy. Liability 

https://dasebid.ionwave.net/Desktop.aspx?pid=259&caid=3&at=19&ret=254&bret=252
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of Bidder Acceptance of the insurance certificates by the Agency shall not act to relieve 
Bidder of any obligation under this Contract. It shall be the responsibility of Bidder to keep 
the respective insurance policies and coverages current and in force during the life of this 
Contract. Bidder shall be responsible for all premiums, deductibles and for any 
inadequacy, absence or limitation of coverage, and the Bidder shall have no claim or other 
recourse against the State or the Agency for any costs or loss attributable to any of the 
foregoing, all of which shall be borne solely by the Bidder. Notwithstanding any other 
provision of this Contract, Bidder shall be fully responsible and liable for meeting and 
fulfilling all of its obligations. Acceptance of the insurance certificates by the Department 
shall not act to relieve Bidder of any obligation under this Contract.  Bidder shall be 
responsible for all premiums, deductibles and for any inadequacy, absence or limitation 
of coverage, and the Bidder shall have no claim or other recourse against the State or the 
Department for any costs or loss attributable to any of the foregoing, all of which shall be 
borne solely by the Bidder.   
 

4.17.2 Waiver of Subrogation Rights  
Bidder shall obtain a waiver of any subrogation rights that any of its insurance carriers 
might have against the Agency or the State. The waiver of subrogation rights shall be 
indicated on the certificates of insurance coverage supplied to the Agency. Filing of Claims 
In the event either the Agency or the State suffers a loss and is unable to file a claim under 
any policy of insurance required under this Contract, the Bidder shall, at the Agency’s 
request, immediately file a proper claim under such policy. Bidder will provide the Agency 
with proof of filing of any such claim and keep the Agency fully informed about the status 
of the claim. In addition, Bidder agrees to use its best efforts to pursue any such claim, to 
provide information and documentation requested by any insurer providing insurance 
required hereunder and to cooperate with the Agency and the State. Bidder shall pay to 
the Agency and the State any insurance proceeds or payments in receives in connection 
with any such claim immediately upon Bidder’s receipt of such proceeds or payments.  
 

4.17.3 Proceeds 
In the event the Agency or the State suffers a loss that may be covered under any of the 
insurance policies required, neither the Bidder nor any subsidiary or affiliate thereof shall 
have any right to receive or recover any payments or proceeds that may be made or 
payable under such policies until the Agency and/or the State have fully recovered any 
losses, damages or expenses sustained or incurred by it (subject to applicable policy 
limits), and Bidder hereby assigns to the Agency and the State all of its rights in and to any 
and all payments and proceeds that may be made or payable under each policy of 
insurance required under this Contract.  
 

Bidder has read and agrees to this section:   Yes  No  
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4.18 Standard of Quality 
The item(s) specified in this program by brand name are intended to establish a standard of 
quality, which will be required. Similar item or items of manufacturers other than those listed 
which are included in the bids submitted will be considered if comparable in quality and function. 
It will be the responsibility of the Bidder to provide all technical information as to the acceptability 
of the alternate item(s). All products delivered shall be fully guaranteed to be free of defects, first 
quality no seconds or irregulars shall be accepted. 
 
Bidder has read and agrees to this section:   Yes  No  

 
4.19 Nonprofits 

The resulting Contract will be made available to nonprofit entities that qualify under I.R.S. § 501 
(c) provisions.  
 
Bidder has read and agrees to this section:   Yes  No  

 
4.20 Payment Terms 

Per Iowa Code § 8A.514 the State of Iowa is allowed sixty (60) days to pay an invoice submitted 
by a Bidder. 
What discount will you give for payment in 15 days? _______ 
What discount will you give for payment in 30 days? _______ 
 
Bidder has read and agrees to this section:   Yes  No  

 
4.21 Firm Contract Pricing 

Any contract that results from this bid will have firm pricing for one year. 
 
Bidder has read and agrees to this section:  Yes   No 

 
4.22 Invoicing 

All invoicing will be submitted to the attention of "Accounts Payable" and addressed to the facility 
receiving the goods or services. The State shall pay the Contractor monthly, within the period of 
time provided for by applicable State statute, after receipt of the Contractor's invoice for the 
goods and/or services supplied by the Contractor in the prior calendar month. The invoice will be 
itemized with a description goods or services provided that corresponds directly to a line item on 
the Contractual Agreement or Master Agreement that results from this RFB. Each line should also 
list the quantity, unit of measure, price per unit of measure, line item totals and invoice total. The 
remit to address on the invoice must match the remit to address that was submitted with 
registration to do business with the State of Iowa. Payment terms on the invoice must match the 
payment terms agreed to in the RFB bid submission. 
 
Bidder has read and agrees to this section:   Yes  No  

 
 
 
 
 

https://dasebid.ionwave.net/Desktop.aspx?pid=255&caid=3&at=204&ret=254&bret=252
https://dasebid.ionwave.net/Desktop.aspx?pid=259&caid=3&at=20&ret=254&bret=252
https://dasebid.ionwave.net/Desktop.aspx?pid=255&caid=3&at=21&ret=254&bret=252
https://dasebid.ionwave.net/Desktop.aspx?pid=259&caid=3&at=192&ret=254&bret=252
https://dasebid.ionwave.net/Desktop.aspx?pid=259&caid=3&at=195&ret=254&bret=252
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4.23 Best and Final Offers 
The Issuing officer reserves the right to conduct discussions with Bidders for obtaining “best and 
final offers.” To obtain best and final offers from Bidders, the Issuing Officer may do one or more 
of the following: enter into pre-selection negotiations, including the use of an on-line auction; 
schedule oral presentations; and request revised Bids. 
 
Bidder has read and agrees to this section:   Yes  No  

 
4.24 Adjustments in Pricing  

Adjustments in pricing shall be at the discretion of the Issuing Officer.  
•Original pricing shall remain firm and fixed for at least 365 calendar days after the effective date 
of the contract.  
•Be the result of increases at the manufacturer’s level, incurred after contract commencement 
date.  
•Not produce a higher profit margin than that on the original contract.  
•Clearly identify the items impacted by the increase.  
•Be filed with State Procurement Coordinator a minimum of 60 calendar days before the effective 
date of proposed increase.  
•Be accompanied by documentation acceptable to the State Procurement Coordinator sufficient 
to warrant the increase.  
•United States published indices such as the Producer Price Index or other government data will 
be referenced to help substantiate the Bidder’s documentation. Informational Only: At the time 
of publishing of the IFB, one related PPI appears to be (WPU): 05310105- Natural Gas (others may 
exist). A link to the PPI Commodity Data is available at: 
https://www.bls.gov/ppi/   
•The Adjustment shall remain firm and fixed for at least 365 days after the effective date of the 
adjustment.  
•Must not deviate from the contract pricing scheme/methodology.  
•During the contract period, any price declines at the manufacturer’s level or cost reductions to 
Contractor shall be reflected in a reduction of the contract price retroactive to Contractor's 
effective date.  
•During the term of this contract, should the Contractor enter into pricing agreements with other 
customers providing greater benefits or lower pricing, Contractor shall immediately amend the 
State contract to provide similar pricing to the State if the contract with other customers offers 
similar usage quantities, and similar conditions impacting pricing. Contractor shall immediately 
notify the State Procurement Coordinator of any such contracts entered into by Contractor. 
 
Bidder has read and agrees to this section:   Yes  No  

 
4.25 Additional Items   

The State reserves the right to add additional items or manufacturers to the Contract during the 
life of the Contract, if it is to the best advantage to the State to do so. Items or manufacturers may 
only be added upon the agreement of the Department of Administrative Services, Procurement 
and the Contracted Supplier. 
 
Bidder has read and agrees to this section:   Yes  No  

 

https://dasebid.ionwave.net/Desktop.aspx?pid=255&caid=3&at=206&ret=254&bret=252
https://dasebid.ionwave.net/Desktop.aspx?pid=255&caid=3&at=207&ret=254&bret=252
https://www.bls.gov/ppi/
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4.26 Substitution of Items During Term of Contract 
Substitute brands or models may be considered during the contract period for discontinued 
models. The bidder shall not deliver any substitute item as a replacement to an awarded brand or 
model without express written consent of Department of Procurement Management, Bids & 
Contracts Division prior to such delivery. Substitute items must be of equal or better quality than 
the awarded item. Substitutes shall be considered only in emergency situations and excessive 
substitution requests may be cause to cancel the contract. 
 
Bidder has read and agrees to this section:   Yes  No  

 
4.27 Pricing 

Pricing must include all delivery, packaging and administrative costs including, but not limited to, 
any US import charges associated with the product. There shall be no minimum order quantities 
or total order amount required from the agency, by the respondent. All bid pricing must be 
rounded to the nearest hundredth (0.00), US currency. 
Bidder has read and agrees to this section:   Yes  No  

 
4.28 Pricing Restrictions 

Pricing restrictions shall be disclosed at the time of bid. Bidders with pricing restrictions will be 
taken into consideration for minimum order quantities or total order amount required from the 
ordering agency. 
 
Bidder has read and agrees to this section:   Yes  No  

 
 

  

https://dasebid.ionwave.net/Desktop.aspx?pid=255&caid=3&at=211&ret=254&bret=252
https://dasebid.ionwave.net/Desktop.aspx?pid=255&caid=3&at=217&ret=254&bret=252
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Attachment 1 
Exceptions Form 

 
Please list any and all exceptions to this RFB in this section. Include section and reason for exception: 
(Make additional pages if necessary) 

        Section      Exception 
 

1.      
 

          
 

2.      
 
          

 
3.     

 
          

 
4.     

 
          

 
5.     

 
          

 
6.     

 
          

 
7.     

 
          

 
8.     

 
          

 
9.     

 
          

 
10.     

 
          

 


	005-RFB-1332-2025 – Statewide Reprographics Services
	SECTION 1 - INTRODUCTION
	3.1.1 Vendor must have the capabilities to provide high quality duplication services for all paper sizes in black and white as well as color formats.
	3.1.2 Vendor must have the capability to maintain a secure public website for the distribution of plans, specifications and addendums.  Vendor must require password protection for electronic distribution and be able to audit those that view, print and...
	3.1.3 Vendor must issue invitations to their database of contacts and public plan rooms on behalf of the State of Iowa on all projects they list.
	3.1.4 Vendor must list a project to their website and make plans and documents available to the public electronically and in hard copy within 2 working days.
	3.1.5 Vendor must accept a MBI card or case or credit card for plan deposit and refund the deposit in full if the plan set is returned within 14 calendar days of the bid due date.
	3.1.6 Vendor must make services available to the political subdivisions of the State of Iowa.
	3.1.7 Subcontracting is prohibited unless specifically authorized in writing by the issuing officer of CPB. Subcontractors shall perform to the same standards expected of vendors and the vendor accepts full responsibility for their subcontractor’s work.
	3.2 RFB Exhibit A – Cost Proposal Form
	Bidders must submit Exhibit A – Cost Proposal Form to be considered.

	SECTION 4 - FORM OF BID
	Amount
	Limit
	Type of Insurance

