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INVITATION FOR BIDS  

FOR THE DESIGN AND ART PRODUCTION FOR THE CONTENTS  
OF SCHEDULES OF CLASSES, GUIDES TO CLASSES, AND COURSE CATALOGS 

FOR LOS ANGELES VALLEY COLLEGE 
 
 

I. INTRODUCTION 
 
 
A. PURPOSE 
 
The purpose of this Invitation for Bids (IFB) is to solicit written bids from printing and 
design production companies for the design and art production of the inside contents of 
the schedules of classes, guides to classes and course catalogs for Los Angeles Valley 
College, located at 5800 Fulton Avenue, Valley Glen, California 91401-4062. 
 
The contract awarded through this IFB will be effective for a period of three years, 
unless terminated earlier in accordance with the provisions for termination specified 
hereunder. The contract may be extended annually for a maximum of two additional 
years, for a total contract period of five years, at the option of LAVC.  If a contract is 
awarded through this IFB, it will be effective upon full execution of the agreement, which 
the District desires to be on or about Thursday, March 25, 2010. 
 
 
B. BACKGROUND 
 
Los Angeles Valley College was founded on September 12, 1949 to meet the 
tremendous growth of the San Fernando Valley during the 1940’s and early 1950’s. The 
college was officially chartered by the Los Angeles Board of Education in June 1949, 
and was located on the campus of Van Nuys High School.  

On Opening Day, Valley College had 439 students, which comprised of 254 men and 
185 women. The pioneer class was taught by 23 faculty members in five bungalows that 
served as the original campus. The college library possessed only 150 volumes.  

As the San Fernando Valley grew, the college also grew. In 1950, the college opened 
its evening division offering only 12 classes. Valley College moved to its permanent 
105-acre site on Fulton Avenue in Valley Glen in 1951. The student body was housed in 
33 temporary bungalow structures, which increased to 45 bungalows between 1951 and 
1956. By 1952, the fall enrollment exceeded 2,300 students. Within the next two years, 
it developed a fully functioning counseling and community service programs, as well as 
excellent transfer and vocational programs.  

In 1954, members of the faculty founded the Athenaeum which began to offer 
community programs that brought the Los Angeles Philharmonic to the campus. The 
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campus also had internationally known speakers including Eleanor Roosevelt, Clement 
Atlee, Margaret Mead, and Louis Leakey.  

The year 1959 marked the completion of Phase I of the Master Building Plan. In this 
phase, the following buildings were built Engineering, Chemistry, Physics, Foreign 
Language, Administration, and the Library. In 1961, Phase II was completed, which 
included the Music, Theater Arts, Life Science, and Cafeteria buildings. Phase III was 
completed in 1963. This phase included the Business-Journalism, Math-Science, Art, 
and Planetarium buildings. Phase IV would not be completed until the 1970's and 
included the Gymnasiums, Behavioral Science, Humanities, and Campus Center 
buildings.  

In 1969, the Los Angeles Community College District was formed and its nine colleges 
were separated from the Los Angeles Unified School District. The first independent 
Board of Trustees was also elected that same year. 

On the twenty-fifth anniversary of the college, the Valley College Historical Museum was 
founded. The museum is the only museum totally dedicated to the history of the San 
Fernando Valley. LAVC celebrated its 50th birthday in 1999 with a variety of events. 
Most recently, Valley College was granted a full 6-year renewal of its accreditation in 
2007 and was given high praise for its educational programs.  

Today, Valley College continues to meet the educational needs of the community by 
offering transfer education, career technical education, and lifelong learning. Currently, 
Valley College’s current enrollment exceeds has over 17,000 students with 199 full-time 
faculty and 421 part-time instructors.  

Valley College continues to be a focal point of the San Fernando Valley and offers a 
number of cultural and recreational opportunities. The campus has an Art Gallery, which 
has been recently remodeled, that hosts a variety of outstanding student, faculty and 
historical exhibitions each year. The Music Department presents a number of concerts 
every year, including choral, symphonic and jazz music, and the Theater Department 
produces several plays each year. The college’s planetarium, which is maintained by 
the Earth Science Department, is used for classroom instruction as well as for public 
astronomy programs. In addition, the Journalism Department publishes an award-
winning student newspaper called the Valley Star.  

The campus’s recreational facilities, which are used by the community, include two 
gymnasiums, tennis courts, a soon-to-be-completed swimming pool area, and a Fitness 
Center. Valley College is also home to the Monarch Stadium, which has the only 10-
lane Mondo Track in California.  

With the passage of Proposition A in 2001 and Proposition AA in 2003, Valley College 
has embarked on a $286 million building and renovation project. Existing classroom 
buildings are being updated with new paint, new furniture and smart-classroom 
equipment, remodeled restrooms, and energy efficient windows. All new campus 
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structures are being built as LEED-certified (Leadership in Energy and Environmental 
Design) buildings. In 2006 the campus opened its first LEED-certified building, the 
Maintenance and Operations/Sheriff’s Station, which was the first new building in over 
30 years. The new Allied Health and Sciences Center will open this fall. It will have 131 
new rooms, tutorial labs and faculty offices, and will house the departments of Life 
Science, Physical Science, Earth Science, Anthropology, and Health Science. Several 
other new buildings are scheduled to be built including the Robert M. Hertzberg Library 
and Academic Resource Center, and a new student services building. These building 
and renovation projects will keep Valley College in the forefront of the San Fernando 
Valley community colleges. 

The Los Angeles Valley Fact Book and Effectiveness Manual is published annually by 
the LAVC Office of Research and Planning with collaboration and input from many 
areas on campus. 

You may view the contents of Valley College’s 123-page “Fact Book and Effectiveness 
Manual” for the 2006-07 academic/fiscal year, which includes student demographic 
information, online at http://www.lavc.edu/research/FB/FB0607.pdf, or you may contact 
the Office of Research and Planning at (818) 947-2437 or e-mail to fowlesmr@lavc.edu 
in order to request a hard bound copy. 
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II. SCHEDULE AND SUBMITTAL 
 
 
A. IFB SCHEDULE 
 
 IFB Issued and Posted to LACCD Website: Thursday, February 4 
 Receipt of Written Questions:   Thursday, February 18, 4:00 pm 
 Receipt and Opening of Bids:   Thursday, February 25, 2:00 pm 
 Anticipated Award of Contract:   Thursday, March 25 
 
The Contracts Office of the Los Angeles Community College District (hereafter referred 
to in this IFB as the District or the LACCD) posts all of its Invitations for Bids (IFBs) and 
Requests for Proposals (RFPs) in printable PDF format on the Business Opportunities 
portion of the District’s website at http://www.laccd.edu/business_services/ (there is an 
underscore between “business” and “services” in this URL). 
 
Issuance of this IFB and receipt of bids does not commit the District to award a contract. 
The LACCD reserves the right to postpone the award for its own convenience, to accept 
or reject any or all bids received in response to this IFB, or to cancel all or part of this 
IFB. 
 
 
B. BID SUBMITTAL 
 
1. General 
 
Bids must be received by 2:00 pm, Thursday, February 25, 2010. Any bid received after 
this date and time, may, at the sole discretion of the District, be returned or set aside 
without consideration.  It is the practice of the District not to consider late bids for any 
reason. 
 
Delivery of bids by the specified deadline is the sole responsibility of the Bidder.  The 
Los Angeles Community College District (hereafter referred to as the District or the 
LACCD) shall not be responsible for, nor accept as a valid excuse for late bid receipt, 
any delay in mail service or other method of delivery used by the Bidder except where it 
can be established that the District was the sole cause of the late receipt. 
 
The District intends that all bids, regardless of method of submittal, remain unopened 
until after the deadline has passed for receipt of bids.  However, the District shall not be 
liable for damages alleged to arise from, nor accept as the basis for protest of a contract 
award, the circumstance where the District inadvertently and/or unintentionally opens a 
bid prior to the deadline. 
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2. Method of Submittal 
 
The bid must be submitted in paper form in a sealed envelope marked “Bid -- IFB No. 
10-04” and delivered to the Los Angeles Community College District, Business Services 
Division, Attention: Curtis Paltza, Contracts Analyst, 6th Floor, 770 Wilshire Boulevard, 
Los Angeles, California 90017-3719. Bids may be mailed, sent by private carrier, or 
delivered in person during normal business hours, which are 8:00 am to 4:30 pm, 
Monday through Friday.  Faxed and/or emailed copies will not be accepted.  Each 
Bidder shall include one original and three (3) copies. 
 
 
C. MEETING IFB SPECIFICATIONS AND REQUIREMENTS 
 
The products and services offered in the bid must meet the specifications and 
conditions as described in this IFB.  The District reserves the right to reject as non-
responsive any bid that does not meet the specifications and conditions as described in 
this IFB. 
 
The Bidder shall be responsible for becoming familiar with the scope of services 
required by the District and Los Angeles Valley College.  The failure or omission of any 
Bidder to acquaint himself or herself with the service requirements of Los Angeles 
Valley College in accordance with this IFB shall in no way relieve any Bidder from any 
obligation with respect to this IFB or to the resulting agreement.  The submission of a 
bid shall be taken as prima facie evidence of compliance with this section. 
 
The agreement which the successful Bidder will be required to execute, incorporates all 
specifications, terms, and conditions included in the IFB documents. All Bidders should 
carefully examine all bid documents. 
 
 
D. DISTRICT CONTACT PERSON 
 
The District contact person for this IFB is given below.  Bidders requiring clarification of 
the intent or content of this IFB, or prospective Bidders who did not receive all the 
materials, must contact the District contact person. 
 

Curtis Paltza, Contracts Analyst 
Los Angeles Community College District 
Contracts and Purchasing, 6th Floor 
770 Wilshire Boulevard 
Los Angeles, California 90017-3719 
 
TEL (213) 891-2301 
FAX (213) 891-2490 
Email    paltzac@email.laccd.edu 
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Any oral communications by the District’s contact person or other employee regarding 
this IFB is not binding and shall in no way modify the IFB or the obligations of the 
District, the Bidder, or the contractor.  
 
 
E. INTERPRETATION OF DOCUMENTS 
 
If any person or organization contemplating submitting a bid for the services outlined 
herein is in doubt as to the true meaning of any part of the IFB documents, or finds 
discrepancies in, or omissions from the documents, he or she may submit to the District 
contact person a written request for an interpretation or correction thereof.  The person 
submitting the request will be responsible for its prompt delivery.  Any interpretation or 
correction of the IFB documents will be made only by addendum or amendment duly 
issued.  A copy of such addendum or amendment will be mailed or delivered to each 
person receiving a set of the IFB documents, and/or posted to the District’s website.  No 
person is authorized to make any oral interpretation of any provision in the IFB 
documents to any Bidder, and no Bidder is authorized to rely on any such unauthorized 
oral interpretation. 
 
Any oral communications by the District’s Contact Person(s) or designee concerning 
this IFB is not binding and shall in no way modify the IFB or the obligations of the 
District, the Bidder or the Contractor. 
 
 
F. QUESTIONS REGARDING THE IFB 
 
Bidders requiring clarification of the intent or content of this IFB, or on procedural 
matters regarding the competitive IFB process, may request clarification by submitting 
written questions in an envelope marked, “Questions Relating to IFB No. 10-04,” and 
addressed to the District contact person.  Answers to the questions will be provided to 
all Bidders without identifying the submitter. 
 
Bidders are encouraged to submit questions in writing.  Questions or comments 
regarding this IFB (except to inquire about the number of addenda issued) must be put 
in writing and received by the District no later than 4:00 pm, Thursday, February 18, 
2010.  Written questions are to be mailed, emailed or faxed to the District contact 
person noted above in Section II.D. 
 
The District shall not be obligated to answer any questions received after the above-
specified deadline or any questions submitted in a manner other than as instructed 
above. 
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G.  CHANGES, ADDENDA OR AMENDMENTS TO THE IFB 
 
If it is necessary to issue one or more addenda or amendments to the conditions or 
specifications of this IFB, the District will mail formal addenda to all potential Bidders. 
 
If it is necessary to make material changes to the IFB, the District will mail, fax or email 
written IFB addenda to all recipients of record of the original IFB and/or post such 
addenda on the District’s website. Recipients of record are those parties that obtained a 
copy of the IFB directly from the District.  It shall be the responsibility of the Bidder to 
inquire of the District as to any addenda issued.  This may be done by calling Curtis 
Paltza of the Business Services Division at (213) 891-2301 prior to the bid-submittal 
deadline.  All addenda issued shall become part of the IFB.  Responses to written 
questions received by the specified deadline will be incorporated in an IFB addendum. 
 
 
H. EXCEPTIONS AND/OR DEVIATIONS TO THE IFB 
 
Any exceptions to or deviations from the requirements set forth in this IFB, including the 
terms and conditions contained in the Standard Agreement presented in Exhibit A, must 
be declared in the bid submitted by the Bidder. Such exceptions or deviations must be 
segregated as a separate element of the bid under the heading "Exceptions and 
Deviations."  If you wish to present alternative approaches to meet the District's work 
requirements, these should be thoroughly explained. 
 
 
I. CERTIFICATION OF NON-DISCRIMINATION and NONCOLUSION AFFIDAVIT 
 
The Certification of Non-Discrimination and the Noncollusion Affidavit set forth in 
full on the attached Bid Pages are to be signed by the Bidder’s authorized 
signatory and must be submitted by the Bidder in the sealed envelope along with 
its bid.  The District will not accept any bid submitted without these statements 
completed and signed by the Bidder’s authorized signatory. 
 
 
J. BID PRICES TO BE ACCURATE AND COMPLETE 
 
All information bid for services and supplies must be accurate, complete and valid for 
the term of the contract.  The Bidder is responsible for the accuracy of the bid 
submitted, and no allowance will be made for errors or increases in price that the Bidder 
later alleges are retroactively applicable. 
 
 
K. EXPENSES 
 
All expenses incurred by the Bidder in preparing its bid shall be borne solely by the 
Bidder. 
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The District shall not be liable for pre-contractual expenses incurred by the Bidder in the 
preparation of its bid and Bidders shall not include any such expenses in their offers.   
 
Pre-contractual expenses are defined as expenses incurred by the Bidder to prepare 
and submit its offer to the District, or any other expenses incurred by the Bidder prior to 
the date of award. 
 
 
L. AUTHORIZATION TO DO BUSINESS 
 
The Bidder must be authorized to do business in the State of California and, if 
applicable, in the local jurisdiction in which it is located or where the work will be 
performed. If a Bidder is a sole proprietorship or partnership, the Bidder should furnish 
with its bid a copy of a current business license issued in California. If the Bidder is a 
corporation, it must be approved by the California Secretary of State to do business in 
California and should furnish with its bid the corporate number issued by the Secretary 
of State. 
 
 
M. SUBCONTRACTORS 
 
The Bidder shall provide to the District with its bid, a list of its subcontractors, and the 
Bidder shall be solely responsible for any and all work done by those subcontractors.  
All orders or instructions from the District shall be communicated by the Bidder to its 
subcontractors as is necessary.  It shall be the duty of the successful Bidder to see that 
all of its subcontractors commence work promptly at the proper time, and carry it on with 
due diligence so that they do not delay or injure either work or products, and that all 
damage caused by the subcontractors or their workers is properly made good by them 
or by the successful Bidder at the Bidder’s cost. 
 
The successful Bidder shall provide to the District, from all subcontractors that are a 
part of the agreement entered into as the result of this IFB, a payment release form, 
prior to the District issuing final payment to the Bidder.  Further, the Bidder shall require 
its subcontractors to maintain adequate workers' compensation and comprehensive 
liability insurance as set forth in the District’s Standard Agreement outlined in Exhibit A. 
 
If two or more Bidders desire to submit a single bid in response to this IFB, they should 
do so on a prime/subcontractor basis rather than as a joint venture or informal team.  
For this engagement, the LACCD intends to contract with an individual firm and not with 
multiple firms doing business as a joint venture.  If a subcontractor is to be used, that 
fact must be disclosed in the bid, together with the name of each subcontractor and its 
duties in relation to the scope of work. 
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N. REFERENCES 
 
Each Bidder shall provide a brief history of its company and a summary of services in its 
bid, and shall include with its bid, copies of recent letters of reference from no 
less than two (2) of its current clients. 
 
The Bidder shall describe the work it performed or is performing for each client and 
include the name, job title, address and telephone number of a contact person for each 
reference (admittedly, this information may already be provided by the client on its letter 
of reference). 
 
 
O. PERSONNEL QUALIFICATIONS 
 
Each Bidder shall provide a personnel qualification summary, including job positions 
and title, for each of its management, supervisory, and technical personnel, including its 
drivers. 
 
This section should establish the ability of the Bidder (and its subcontractors, if any) to 
satisfactorily perform the required work by reasons of: demonstrated competence in the 
services to be provided; the nature and relevance of similar work currently being 
performed or recently completed; record of meeting schedules and deadlines of other 
clients; competitive advantages over other firms in the same industry; strength and 
stability as a business concern; and supportive client references.  This information 
should be furnished for both the Bidder and any subcontractors included in the bid. 
 
The Bidder should provide background information about its firm, including date of 
founding, legal form (i.e., sole proprietorship, partnership, LLC, corporation/state of 
incorporation), number and location of offices, principal lines of business, number of 
employees, days/hours of operation and other pertinent data. Disclose any conditions 
(e.g., bankruptcy or other financial problems, pending litigation, planned office closures, 
impending merger) that may affect the Bidder’s ability to perform contractually. Bidder 
should certify that the firm is not debarred, suspended or otherwise declared ineligible to 
contact by any federal, state or local public agency. 
 
The Bidder may briefly describe its most noteworthy qualifications for providing the 
required services to the District.  The Bidder may highlight those qualifications that it 
feels distinguishes it from its competitors. 
 
 
P. SAFETY AND SECURITY 
 
It shall be the responsibility of the successful Bidder to ascertain from the Director of 
College Facilities, or designee, the rules and regulations pertaining to safely driving on 
College grounds, particularly when students are present.  The Bidder’s drivers shall 
exercise extreme caution at all times. 
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All employees of the successful Bidder shall wear appropriate attire while on the 
College campus and shall conform to all campus rules and regulations. 

 
 
Q. WITHDRAWAL OF BID 
 
A Bidder may withdraw its bid at any time prior to the submittal deadline by sending the 
District a request in writing from the same person who signed the submitted bid.  As of 
the deadline for submittal, any bid received by the District and not withdrawn 
becomes an irrevocable offer available for acceptance by the District immediately 
and for ninety (90) days thereafter. The Bidder is responsible for the accuracy of the 
bid submitted, and no allowance will be made for errors or price increases that the 
Bidder later alleges are retroactively applicable. 
 
 
R. BID SUBMISSION DEADLINE 
 
All bids shall be submitted in a sealed envelope as follows: 
 
TIME AND DATE: On or before 2:00 pm, Thursday, February 25, 2010 
 
ATTENTION:  Curtis Paltza, Contracts Analyst 
     Contracts Office, 6th Floor 
 
LOCATION:  Los Angeles Community College District 
    770 Wilshire Boulevard 
    Los Angeles, California 90017-3719 
 
Bids must be mailed or hand-delivered to, and must be received in the Contracts 
Office of the Los Angeles Community College District by no later than the above time 
and date, and shall be opened in public shortly thereafter. 
 
The envelope containing the bid may be mailed or delivered in person, but delivery of 
the bid and any accompanying documents is the sole responsibility of the Bidder. 
 
Bids should be submitted in a fashion that facilitates the making of additional copies.  
Presentation in stapled page sets, or in notebooks from which the pages are easily 
separated, is preferred.  Please do not laminate pages or bind pages individually in 
clear plastic protectors. 
 
No faxed or emailed bids will be accepted.  If a bid is hand-delivered, ample time should 
be allowed for downtown Los Angeles traffic and parking. The District assumes no 
responsibility for late delivery for any reason whatsoever, including but not limited to 
weather or traffic conditions, illness, accident, delivery to wrong location, or courier 
problems. 
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No bids will be accepted after the bid submission deadline.  Any bid received 
after the scheduled bid submission deadline will be returned to the Bidder 
unopened. 
 
 
S. BID CONSTITUTES AN OFFER. 
 
A bid submitted in accord with instructions in this IFB constitutes an offer to enter into a 
contract with the District under the terms specified in the accompanying agreement in 
Exhibit A to this IFB.  If the bid is accepted by the District, an enforceable contract is 
thereby created. Revision or modification by the Bidder of the District's IFB and 
contract terms and conditions may render the bid non-responsive. 
 
 
T. BASIS OF AWARD 
 
Award of contract will be made in whole to the most responsible Bidder with the lowest 
total cost. 
 
 
U.  ACCEPTANCE OF BIDS 
 
Final acceptance of a bid or rejection of all bids shall be made by the District’s Board of 
Trustees at a public meeting within ninety (90) days from the date of the bid submission 
deadline. The Los Angeles Community College District reserves the right to reject any 
or all bids if it deems such action is in the best interest of the District. The District also 
reserves the right to waive any and all technicalities and non-substantive defects in any 
bids. 
 
 
V. DISPOSITION OF BIDS 
 
All materials submitted in response to this IFB become the property of the District and 
become public records after the award of contract, except for information identified by 
the Bidder as being proprietary (subject to the limitations in section IV) and which is 
eligible for nondisclosure under the California Public Records Act. 
 
 
W. NEWS RELEASES 
 
News releases pertaining to any award resulting from this IFB may not be issued 
without the prior written approval of the District. 
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X. USE OF DISTRICT EMPLOYEES’ NAMES 
 
The successful Bidder must agree not to use the names or addresses of District 
employees for any purpose not directly related to this IFB. 
 
 
Y. IMMATERIAL DEFECTS IN BID 
 
The District may waive any immaterial deviation or defect in a bid. The District’s waiver 
shall in no way modify the IFB documents or excuse the Bidder from full compliance 
with the IFB if awarded the contract. 
 
 
Z.  DEFAULT 
 
In the event that an apparently successful Bidder defaults or fails to execute the 
contract, the District may, at its election, accept the next most responsive bid, or reject 
all bids and solicit new bids at that time. 
 
 
AA. TERM OF CONTRACT 
 
The contract awarded through this IFB will be effective for a period of three years, 
unless terminated earlier in accordance with the provisions for termination specified 
hereunder. The contract may be extended annually for a maximum of two additional 
years, for a total contract period of five years, at the option of LAVC.  If a contract is 
awarded through this IFB, it will be effective upon full execution of the agreement, which 
the District desires to be on or about Thursday, March 25, 2010. 
 
No agreement with the District shall be in effect until a contract has been approved by 
the Board of Trustees of the Los Angeles Community College District, and has been 
signed by both parties. 
 
 
BB. CONTRACT DOCUMENTS 
 
The Bidder selected for contract award through this IFB shall be required to enter into a 
written agreement with the District. The Standard Agreement for professional services 
presented in Exhibit A of this IFB is the contract proposed for execution.  It may be 
modified to incorporate other pertinent terms and conditions set forth in this IFB, 
including those added by addendum, and to reflect the Bidder's bid.  Exceptions and 
requested changes to the terms and conditions of the Standard Agreement, or the 
Bidder's inability or unwillingness to comply with any of the provisions of the Standard 
Agreement, must be declared in the bid and will be considered as part of the bid 
evaluation process. 
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The complete contract between the successful Bidder (Contractor) and the District shall 
include the following documents as applicable: the advertisement for bids, the IFB 
conditions and instructions, the bid of the Contractor and its acceptance by the District, 
the District's contract incorporating its Standard Agreement terms and conditions, and 
all amendments thereto. Any of these documents shall be interpreted to include all 
provisions of the other documents as though fully set forth therein. Notwithstanding 
anything to the contrary contained in the agreement between the District and the 
Contractor, and/or in case of any conflicting terminology between the Contractor's bid 
and the District's contract terms and conditions, the District's bid conditions and 
instructions and the District's contract terms and conditions shall apply and prevail. 
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III. BID FORMAT AND CONTENT 
 
 
A. GENERAL 
 
Bids are to be submitted in 8 1/2” x 11” size, typed and, if submitted in paper form, 
bound with a simple method of fastening.  Lengthy narrative is discouraged; 
presentations should be brief and concise and not include extraneous or unnecessarily 
elaborate promotional material. The bid should not exceed 20 pages in length, 
excluding appendices, if any.  Bidders should use the following outline in organizing the 
contents of their bids. 
 
B. COVER LETTER 
 
The letter of transmittal shall, at a minimum, contain the following: 
 
 Identification of the Bidder, including business name, address and telephone 

number; 
 
 Name, title, address, telephone number, fax number, and e-mail address of a 

contact person who may be contracted during the period of bid evaluation; 
 
 Acknowledgement of IFB addenda received, if any; 
 
 A statement that the bid shall remain valid for a period of not fewer than ninety (90) 

days from the due date for bids; 
 
 Identification of any information contained in the bid which the Bidder deems to be, 

and establishes as, confidential or proprietary and wishes to be withheld from 
disclosure to others under the California Public Records Act or US Freedom of 
Information Act (a blanket statement that all contents of the bid are confidential or 
proprietary will not be honored by the District); and 

 
 Signature of a person authorized to bind the offering firm to the terms of the bid. 
 
 
C. APPENDICES 
 
The Bidder shall furnish as appendices those supporting documents (such as staff 
resumes) requested in the preceding instructions. 
 
Include any additional information you deem essential to a proper evaluation of your bid 
and which is not solicited in any of the preceding sections. Bidders are cautioned, 
however, that this does not constitute an invitation to submit large amounts of 
extraneous material; appendices should be relevant and brief. 
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IV. SPECIFICATIONS 
 
 
A. BID REQUIREMENTS 
 
As a prerequisite to bidding on this project, the Bidder must meet these requirements 
(provide documentation and samples with your bid): 
 

 At least 10 years of verifiable experience with educational/academic institutions 
designing, editing and producing college-level Catalogs and Schedules of 
Classes.  

 
 Demonstrable design ability and successful art production as evidenced by a 

portfolio of similar and related projects. Portfolio must include samples of college-
level Catalogs and Schedules of Classes from at least three separate clients. 
Samples of schedules and catalogs from at least three current clients, designed 
and produced by candidate, to be submitted with proposals.  

 
 References to at least two (2) current educational/academic clients for whom you 

are currently producing college level schedules and catalogs. 
 

 An understanding of college-level standards, programs, organization, and 
processes. 

 
 
B. SERVICES AND SCOPE OF WORK 
 
1. Services to be Provided by the Vendor 
 

 For covers: Design, format text and produce artwork for outside and inside 
covers, including inside cover calendar and inside back cover map. Include 
image research and selection, image retouching and composition as needed. At 
least three initial color/image versions supplied. 

 
 For insides: Design, format text, research/retouch/convert and add images 

(images supplied by LAVC) and provide electronic art for the bodies of catalogs 
and schedules (see the following section, Scope of Work, for specifics). 

 
 
2. Scope of Work 
 

 For 2011 
o Winter 2011 Schedule of Classes (72 pages plus covers) 
o Spring 2011 Schedule of Classes (180 pages plus covers) 
o Catalog 2011-12 (220 pages plus covers) 
o Summer 2011 Schedule of Classes (76 pages plus covers) 
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o Fall 2011 Schedule of Classes (184 pages plus covers) 
 

 For 2012 
o Winter 2012 Schedule of Classes (72 pages plus covers) 
o Spring 2012 Schedule of Classes (180 pages plus covers) 
o Catalog 2012-13 (220 pages plus covers) 
o Summer 2012 Schedule of Classes (76 pages plus covers) 
o Fall 2012 Schedule of Classes (184 pages plus covers) 

 
 For 2013 

o Winter 2013 Schedule of Classes (72 pages plus covers) 
o Spring 2013 Schedule of Classes (180 pages plus covers) 
o Catalog 2013-14 (220 pages plus covers) 
o Summer 2013 Schedule of Classes (76 pages plus covers) 
o Fall 2013 Schedule of Classes (184 pages plus covers) 

 
The contract awarded through this IFB may be extended annually for a maximum of two 
additional years, for a total contract period of five years, at the option of LAVC. 
 
 
C. DESIGN / ART PRODUCTION: 
 

o Recreate electronic files to match text and layout of previous LAVC 
Catalogs and Schedules (Electronic art files from previous Catalog and 
Schedules are not available. Some electronic files for existing text will be 
supplied. Inputting of text will be required.). New text for courses section 
will be supplied by LAVC as Word files. Other revisions to back and front 
supplied as marked up copies of previous versions.  

 
o Execute multiple sets of revisions (10-15 sets for insides, 3-5 sets for 

covers) and supply proofs for each version. 
 

o Supply PDF and hard-copy proofs for review by LAVC. 
 

o After LAVC approval, supply electronic art to LAVC’s printer’s 
specifications in standard formats. 

 
o Interface with and coordinate with printer for assurance of correct printing 

specs, art specs and proof creation. 
 

o Produce web-compatible PDF files for posting on the LAVC website. 
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D. EDITING: 
 

o During formatting and design, review all data (class information and front 
back matter) to ensure consistency and accuracy based on previous 
knowledge and experience of college-level standards and programs. 
Review text and text edits for grammatical correctness and rewrite as 
necessary. 

 
 
E. CONSULTATION / OTHER: 
 

o Consultation to include advice/direction on marketing messages for covers 
and inside, suggestions for incorporating revisions accurately, telephone 
consultation with vendor’s upper-level personnel, and meetings at LAVC 
as necessary. 

 
o Vendor to assign project manager to oversee process and to be available 

to LAVC for consultation as necessary. 
 

o Availability for consultation and creation of revised PDFs during the school 
year for updating to the LAVC website. 

 
o Production of Word text files from art files to be supplied back to LAVC for 

future editing. 
 

o Cost for messengers for pick-up and delivery incurred by Vendor. 
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EXHIBIT A 

 
STANDARD AGREEMENT 

FOR PROFESSIONAL SERVICES 
 
 
(Note: This agreement is included in this IFB for informational purposes only and does 

not need to be returned with the bid.  A bid submitted in accord with the IFB 
conditions and instructions constitutes an offer to enter into an agreement with the 
District under the terms specified in this agreement.) 

 
RECITALS 

 
 WHEREAS, the District is authorized to contract for the procurement of goods and 
services as authorized by law; and 
 
 WHEREAS, the Contractor has represented itself to be specially licensed and/or 
certified and/or trained, experienced and competent to perform the services described 
herein pursuant to this agreement; 
 
 NOW, THEREFORE, in consideration of the mutual covenants and conditions 
hereinafter contained, the parties hereby agree as follows: 
 

AGREEMENT 
 
1. SERVICES.  The Contractor shall perform the Services set forth in Exhibit A 

(“Scope of Work") in compliance with specifications and standards set forth in that 
Exhibit.   The District shall have the right to order, in writing, changes in the scope 
of work or under the Services to be performed with any applicable version of the 
compensation paid hereunder agreed upon by the District and the Contractor.  
Any adjustment to fees, rate schedules, or schedule of performance can only be 
adjusted pursuant to written agreement between the parties. 

 
2. WARRANTIES.  The Contractor warrants and represents that it is specially trained, 

qualified, duly licensed, experienced, and competent to provide the Services.  The 
Contractor warrants that Services (and any goods in connection therewith) 
furnished hereunder will conform to the requirements of this agreement (including 
all descriptions, specifications and drawings made a part hereof) and in the case of 
goods will be merchantable, fit for their intended purposes, free from all defects in 
materials and workmanship and to the extent not manufactured pursuant to 
detailed designs furnished by the District, free from defects in design.  The District's 
approval of designs or specifications furnished by the Contractor shall not relieve 
the Contractor of its obligations under this warranty.  All warranties, including 
special warranties specified elsewhere herein, shall inure to the District, its 
successors, assigns, and users of the goods or services. 
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3. FEES.  The District shall pay the Contractor the fees set forth in Exhibit B, in 

accordance with the terms and conditions of this agreement.  The Contractor 
represents that such fees do not exceed the Contractor's customary current price 
schedule.  The District shall pay all applicable taxes; excepting, however, the 
federal excise tax and all state and local property taxes from which the District is 
exempt.  Payment shall be made by the District's Accounts Payable Office upon 
submittal of invoice(s) approved by the Director of Business Services, or designee, 
at the District Office. 

 
4. EXPENSES.  The Contractor shall assume all expenses incurred in connection with 

performance except as otherwise provided in this agreement. 
 
5. TERM OF AGREEMENT.  This agreement shall be for the term set forth above, 

unless sooner terminated pursuant to the terms hereof.  
 
6. TERMINATION OF AGREEMENT.  This agreement may be terminated by the 

District by providing 30 days' prior written notice to the Contractor or immediately 
upon breach of this agreement by the Contractor.   

 
7. DOCUMENTATION.  As applicable, the Contractor agrees to provide to the District, 

at no charge, a sufficient number of nonproprietary manuals and other printed 
materials, as used in connection with the Services, and updated versions thereof, 
which are necessary or useful to the District in its use of the Services provided 
hereunder. 

 
8. RIGHTS IN DATA.  All technical communications and records originated or 

prepared by the Contractor pursuant to this agreement including papers, reports, 
charts, computer programs, and other documentation, but not including the 
Contractor's administrative communications and records relating to this agreement 
shall be delivered to and shall become the exclusive property of the District and 
may be copyrighted by the District.  The ideas, concepts, know-how, or techniques 
relating to data processing, developed during the course of this agreement by the 
Contractor or jointly by the Contractor and the District can be used by either party in 
any way it may deem appropriate.  All inventions, discoveries or improvements of 
the computer programs developed pursuant to this agreement shall be the property 
of the District.  During the term of this agreement, certain information which the 
District deems confidential ("Confidential Information") might be disclosed to the 
Contractor.  The Contractor agrees not to divulge, duplicate or use any Confidential 
Information obtained by the Contractor during the Contractor's engagement.  Such 
Confidential Information may include, but is not limited to, student and employee 
information, computer programs, and data in the District's written records or stored 
on the District's computer systems. 
 

9. CONTRACTOR ACCOUNTING RECORDS.  Records of the Contractor's directly 
employed personnel, other consultants and reimbursable expenses pertaining to 
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the work and records of account between the District and the Contractor shall be 
maintained on an accounting basis acceptable to the District and shall be 
available for examination by the District or its authorized representative(s) during 
regular business hours within one (1) week following a request by the District to 
examine such records.  Failure by the Contractor to permit such examination 
within one (1) week of a request shall permit the District to withhold all further 
payments until such examination is completed unless an extension of time for 
examination is authorized by the District in writing. 

 
10. RELATIONSHIP OF PARTIES. With regard to performance hereunder, the 

Contractor is an independent contractor and not an officer, agent, partner, joint 
venturer, or employee of the District.  The Contractor shall not, at any time, or in 
any manner, represent that it or any of its agents or employees is in any manner 
agents or employees of the District. 

 
11. DISTRICT REPRESENTATIVE.  The contact person set forth above or his or her 

designee shall represent the District in the implementation of this agreement. 
 
12. WAIVER OF DAMAGES; INDEMNITY.  The Contractor hereby waives and 

releases the District from any claims the Contractor may have at any time arising 
out of or relating in any way to this agreement, except to the extent caused by the 
District's willful misconduct.  Notwithstanding the foregoing, the parties agree that in 
no event shall the District be liable for any loss of the Contractor's business, 
revenues or profits, or special, consequential, incidental, indirect or punitive 
damages of any nature, even if the District has been advised in advance of the 
possibility of such damages.  This shall constitute the District's sole liability to the 
Contractor and the Contractor's exclusive remedies against the District.  Except for 
the sole negligence or willful misconduct of the District the Contractor shall 
indemnify, hold harmless and defend the District and its Board of Trustees, officers, 
employees, and agents from any liability, losses, costs, damages, claims, and 
obligations relating to or arising from this agreement. 

 
 Without limiting the foregoing, the Contractor shall indemnify and hold harmless the 

District, and its Board of Trustees, officers, employees, and agents from all liability, 
losses, costs, damages, claims, and obligations of any nature or kind, including 
attorneys’ fees, costs, and expenses, for infringement or use of any copyrighted or 
uncopyrighted composition, secret process, patented or unpatented invention, 
article or appliance, registered or unregistered trademark, service mark, or trade 
name, furnished or used in connection with this agreement.  The Contractor, at its 
own expense, shall defend any action brought against the District to the extent that 
such action is based upon a claim that the goods or software supplied by the 
Contractor or the operation of such goods infringes a patent, trademark, or 
copyright or violates a trade secret.  

 
13. INSURANCE.  Without limiting the Contractor's indemnification of the District and 

as a material condition of this agreement, the Contractor shall procure and maintain 
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at its sole expense, for the duration of this agreement, insurance coverage with 
limits, terms and conditions at least as broad as set forth in this section.  The 
Contractor shall secure and maintain, at a minimum, insurance as set forth below, 
with insurance companies acceptable to the District to protect the District from 
claims which may arise from operations under this agreement, whether such 
operations be by the Contractor or any subcontractor or anyone directly or indirectly 
employed by any of them.  As a material condition of this agreement, the Contractor 
shall furnish to the District certificates of such insurance and endorsements, which 
shall include a provision for a minimum thirty-days notice to the District prior to 
cancellation of or a material change in coverage. 

 
 The Contractor shall provide the following insurance: 
 
 a) Commercial General Liability Insurance, "occurrence" form only, to provide 

defense and indemnity coverage to the Contractor and the District for bodily 
injury and property damage.  Such insurance shall name the District as an 
additional named insured and shall have a combined single limit of not less 
than one million dollars ($1,000,000) per occurrence.  The policy so secured 
and maintained shall include personal injury, contractual or assumed liability 
insurance; independent contractors; premises and operations; products 
liability and completed operation; broad form property damage; broad form 
liability; and owned, hired and non-owned automobile insurance.  The policy 
shall be endorsed to provide specifically that any insurance carried by the 
District which may be applicable to any claim or loss shall be deemed 
excess and non-contributory, and the Contractor's insurance primary, 
despite any provisions in the Contractor's policy to the contrary. 

 
 b) Workers' Compensation Insurance with limits as required by the Labor Code 

of the State of California and Employers Liability insurance limits of not less 
than one million dollars ($1,000,000) per accident. 

 
 Failure to maintain the insurance and furnish the required documents may 

terminate this agreement without waiver of any other remedy the District may have 
under law. 

 
14. AMENDMENTS.  This agreement is the entire agreement between the parties as to 

its subject matter and supersedes all prior or contemporaneous understandings, 
negotiations, or agreements between the parties, whether written or oral, with 
respect thereto.  This agreement may be amended only in a writing signed by both 
parties. 

 
15. ASSIGNMENT.  This agreement may not be assigned or otherwise transferred, in 

whole or in part, by either the District or the Contractor without prior written consent 
of the other. 
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16. GOVERNING LAW.  This agreement shall be deemed to have been executed and 
delivered within the State of California, and the rights and obligations of the parties 
hereunder, and any action arising from or relating to this agreement, shall be 
construed and enforced in accordance with, and governed by, the laws of the State 
of California or United States law, without giving effect to conflict of laws principles.  
Any action or proceeding arising out of or relating to this agreement shall be 
brought in the county of Los Angeles, State of California, and each party hereto 
irrevocably consents to such jurisdiction and venue, and waives any claim of 
inconvenient forum. 

 
 17. NONDISCRIMINATION.  The Contractor hereby certifies that in performing work or 

providing services for the District, there shall be no discrimination in its hiring, 
employment practices, or operation because of sex, race, religious creed, color, 
ancestry, national origin, physical disability, mental disability, medical condition, 
marital status, or sexual orientation, except as provided for in section 12940 of the 
Government Code.  The Contractor shall comply with applicable federal and 
California anti-discrimination laws, including but  not limited to, the California Fair 
Employment and Housing Act, beginning with Section 12900 of the California 
Government Code, the provisions of the Civil Rights Act of 1964 (Pub. L. 88-352; 
78 Stat. 252) and Title IX of the Education Amendments of 1972 (Pub. L. 92-318) 
and the Regulations of the Department of Education which implement those Acts. 
The Contractor agrees to require compliance with this nondiscrimination policy by 
all subcontractors employed in connection with this agreement. 

 
 18. EQUAL OPPORTUNITY EMPLOYER.  The Contractor, in the execution of this 

agreement, certifies that it is an equal employment opportunity employer. 
 

 19. ATTORNEYS' FEES AND COSTS.  If either party shall bring any action or 
proceeding against the other party arising from or relating to this agreement, each 
party shall bear its own attorneys' fees and costs, regardless of which party 
prevails. 

 
 20. BOARD AUTHORIZATION.  The effectiveness of this agreement is expressly 

conditioned upon ratification by the District's Board of Trustees.   
 

 21. SEVERABILITY.  The Contractor and the District agree that if any part, term, or 
provision of this agreement is found to be invalid, illegal, or unenforceable, such 
invalidity, illegality, or unenforceability shall not affect other parts, terms, or 
provisions of this agreement, which shall be given effect without the portion held 
invalid, illegal, or unenforceable, and to that extent the parts, terms, and provisions 
of this agreement are severable.   

 
22. TERMINATION FOR NON-APPROPRIATION OF FUNDS.  If the term of this 

agreement extends into fiscal years subsequent to that in which it is approved, such 
continuation of the agreement is contingent on the appropriation and availability of 
funds for such purpose, as determined in good faith by the District.  If funds to effect 
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such continued purpose are not appropriated or available as determined in good 
faith by the District, this agreement shall automatically terminate and the District 
shall be relieved of any further obligation.   

 
23. NOTICE.  Any notice required to be given pursuant to the terms of this agreement 

shall be in writing and served personally or by deposit in the United States mail, 
postage and fees fully prepaid, addressed to the applicable address set forth 
above.  Service of any such notice if given personally shall be deemed complete 
upon delivery and, if made by mail, shall be deemed complete on the earlier of the 
day of actual receipt or the expiration of two (2) business days after the date of 
mailing. 

 
24. CONFLICTS OF INTEREST.  The Contractor agrees not to accept any 

employment or representation during the term of this agreement which is or may 
likely make the Contractor “financially interested” (as provided in California 
Government Code Sections 1090 and 87100) in any decision made by the 
District on any matter in connection with which the Contractor has been retained 
pursuant to this agreement. 

25. REQUIREMENTS FOR FEDERALLY FUNDED CONTRACTS  

a) If this agreement is funded by the District, in whole or in part, from 
revenues received from the Federal Government, then the following 
additional provisions shall apply.  It shall be the Contractor’s responsibility 
to ascertain if Federal funds are involved. 

b) Contractor, and any subcontractors at any tier, shall comply with E.O. 
11246, "Equal Employment Opportunity," as amended by E.O. 11375, 
"Amending Executive Order 11246 Relating to Equal Employment 
Opportunity," and as supplemented by regulations at 41 CFR part 60, 
"Office of Federal Contract Compliance Programs, Equal Employment 
Opportunity, Department of Labor." 

c) No contract, or any subcontract at any tier, shall be made to parties listed 
on the General Services Administration's List of Parties Excluded from 
Federal Procurement or Nonprocurement Programs in accordance with 
E.O.s 12549 and 12689, "Debarment and Suspension." This list contains 
the names of parties debarred, suspended, or otherwise excluded by 
agencies, and contractors declared ineligible under statutory or regulatory 
authority other than E.O. 12549. Contractors with awards that exceed the 
small purchase threshold (currently $100,000) shall provide the required 
certification regarding its exclusion status and that of its principal 
employees. 

 IN WITNESS WHEREOF, the parties hereto have executed this agreement in  
 Los Angeles, California, on the date set forth above. 
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- CONTRACTOR - 
 
 
 
By:  ____________________________________________________________ 
 
Printed Name:  ___________________________________________________ 
 
Title  ___________________________________________________________ 
 
 
- DISTRICT - 
 
LOS ANGELES COMMUNITY COLLEGE DISTRICT 
By:  THE BOARD OF TRUSTEES OF THE 
LOS ANGELES COMMUNITY COLLEGE DISTRICT 
ON BEHALF OF LOS ANGELES VALLEY COLLEGE 
 
 
By:_____________________________________________________________ 
   James B. Watson 
   Contracts and Purchasing Manager 
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BID PAGES 
PAGE 1 OF 2 PAGES 

 
Bidders are cautioned to complete all items, to sign these bid pages, and to submit 
these pages with their bid. Failure to do so may invalidate the bid. 

 
CERTIFICATION OF NON-DISCRIMINATION 

TO BE EXECUTED BY THE BIDDER 
AND SUBMITTED WITH ITS BID 

 
The Bidder hereby certifies that in performing work or providing services for the District, 
there shall be no discrimination in its hiring or employment practices because of age, 
sex, race, color, ancestry, national origin, religious creed, physical handicap, medical 
condition, marital status, or sexual preference, except as provided for in Section 12940 
of the California Government Code. The Bidder shall comply with applicable federal and 
California anti-discrimination laws, including but not limited to the California Fair 
Employment and Housing Act, beginning with Section 12900 of the California 
Government Code. 
 
IN WITNESS WHEREOF, the undersigned has executed this Certification of Non- 
 
Discrimination this __________ day of _______________________________, 2010. 
 
 
BIDDER_____________________________________________________________ 

(Type or Print Complete Legal Name of Firm) 
 

By __________________________________________________________________ 
(Signature) 

 
Name _______________________________________________________________ 

(Type or Print) 
 

Title_________________________________________________________________ 
 
Address _____________________________________________________________ 
 
City ________________________________State___________Zip_______________ 
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BID PAGES 

PAGE 2 OF 2 PAGES 
 
Bidders are cautioned to complete all items, to sign these bid pages, and to submit 
these pages with their bid. Failure to do so may invalidate the bid. 
 

NONCOLLUSION AFFIDAVIT TO BE EXECUTED BY THE BIDDER 
AND SUBMITTED WITH ITS BID 

 
(Name) _________________________________, being first duly sworn, disposes and  
   (Type or Print) 
 
says that he or she is (Title) _______________________________________________ 
 
of (Company) __________________________________________________________ 
 

the party making the foregoing bid, that the bid is not made in the interest of, or on behalf of, any 
undisclosed person, partnership, company, association, organization, or corporation; that the bid is 
genuine and not collusive or sham; that the Bidder has not directly or indirectly induced any other Bidder 
to put in a false or sham bid, and has not directly or indirectly colluded, conspired, connived, or agreed 
with any Bidder or anyone else to put in a sham bid, or that anyone shall refrain from providing a bid; that 
the Bidder has not in any manner, directly, or indirectly, sought by agreement, communication, or 
conference with anyone to fix the proposed price of the Bidder or any other Bidder, or to secure any 
advantage against the public body awarding the contract of anyone interested in the proposed contract; 
that all statements contained in the bid are true; and further, that the vender has not, directly or indirectly, 
submitted his or her proposed price or any breakdown thereof, or the contents thereof, or divulged 
information or data relative thereto, or paid, and will not pay, any fee to any corporation, partnership, 
company, association, organization, depository, or to any member or agent thereof to effectuate a 
collusive or sham bid. 

 

IN WITNESS WHEREOF, the undersigned has executed this Noncollusion Affidavit this  
 
_____________________day of______________________________, 2010. 
 
 
BIDDER_____________________________________________________________ 

(Type or Print Complete Legal Name of Firm) 
 

By _________________________________________________________________ 
(Signature) 

 
Address ____________________________________________________________ 

(Type or Print) 
 
City ________________________________State___________Zip______________ 


	BID PAGES

