MT. SAN JACINTO COMMUNITY COLLEGE DISTRICT
NOTICE OF INVITATION
REQUEST FOR PROPOSALS
RFP No. 2020-012
Marketing Services

NOTICE IS HEREBY GIVEN that sealed bids will be received at Mt. San Jacinto Community
College District, Purchasing Dept. until March 3, 2020 at 10:00 a.m. for all work necessary and
incidental to:
Advertising and/or Marketing Services including Evaluation and Project Planning, Media
Buying, Photography and Videography Services, Design and Print Services, and
Administrative Project Management
Proposals shall be delivered and addressed to the Mt. San Jacinto Community College District,
Attn: Tammy Cunningham – Director of Procurement and General Services, 1499 N. State Street,
Bldg. AA, San Jacinto, CA 92583 and shall be labeled “Marketing Services, RFP No. 2020-012”,
at or before March 3, 2020, by 10:00 a.m.
The receiving time in the Purchasing Department will be the governing time for acceptability of
bids. Bids must be original signatures and figures. No oral, telegraphic, electronic, facsimile, or
telephone bids or modifications will be considered unless specified. It is the responsibility of the
Bidder to see that any bid submitted shall have sufficient time to be received by the Mt. San Jacinto
Community College District, Purchasing Office, Bldg. AA BEFORE the Bid Submittal Deadline.
Bids received after the scheduled Bid Submittal Deadline will be returned unopened.
Bid documents are available at the Mt. San Jacinto Community College, Purchasing Dept. website
at https://www.msjc.edu/Purchasing/current-bids.html. Bidders are responsible to regularly check
the District’s website for addendums. Specifications may also be examined and obtained at no
charge in the District Purchasing Office, or by calling (951)-487-3114.
Tammy Cunningham
Director of Procurement and General Services
Mt. San Jacinto Community College District
Published:

Press Enterprise
February 18, 2020
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BACKGROUND INFORMATION
MISSION STATEMENT
Mt. San Jacinto Community College District offers accessible, equitable and innovative
educational programs and services to students aspiring to achieve their academic, career and
personal development goals. We provide students a safe environment in which to pursue basic
skills, career and general education pathways. Our programs lead to transfer, associate degrees and
certificates which meet workforce development needs in our diverse communities. Our
commitment to student success empowers students with the skills and knowledge needed to
participate meaningfully in today’s complex world.
INTRODUCTION
The Mt. San Jacinto Community College District (MSJC) is one of the 115 comprehensive
community colleges in the California Community College system. MSJC is located in Southwest
Riverside County, California, in a region called the Inland Empire. The district encompasses 1,700
square miles bounded by Temecula to the south, Lake Elsinore to the west, Banning/Beaumont to
the north, and Idyllwild to the east. MSJC has four campus locations: San Jacinto, Menifee,
Temecula and Banning. Please visit our website at www.msjc.edu to review our history, district
demographic and student information.
PURPOSE
MSJC has issued this Request for Proposals (RFP) to obtain proposals from advertising/marketing
agencies for marketing and creative services. The college seeks to develop an annual
comprehensive plan to effectively and strategically market the college programs and services. This
plan will require the efforts of a full-service professional agency (or group of agencies) that can
manage all aspects of the plan and support and maintain MSJC’s brand consistency. The plan may
be modified during the year or each subsequent year a contract renewal is awarded to implement
strategies and improvements that will increase effectiveness.
The purpose of the annual marketing campaign is to raise awareness among students, potential
students, their influencers, key stakeholders and others about programs at MSJC that can lead to
good paying jobs and the ability to transfer to a four-year institution; AND 2) generate excitement
and engagement during the enrollment periods for the three semesters: Fall, Spring and Summer.
In addition, there will be smaller campaigns aimed at business/industry leaders, donors and other
audiences that can help support initiatives to support students.
MSJC reserves the right to contract with one or multiple firms to provide all the services needed –
this is not an exclusive contract. Anticipated start date for advertising would be April 15, 2020.
The ending date for the initial 14-month contract would be June 30, 2020. The contract may be
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renewed, but is not guaranteed for renewal, upon approval by the MSJC Board of Trustees, each
year for a 12-month period, for up to an additional four (4) years, not to exceed a total of five (5)
years.
The estimated maximum budget per fiscal year (12 month period) is $450,000. Each fiscal year
budget is pending availability of funds and barring no unanticipated budget reductions.
BACKGROUND AND NEED
MSJC has been one of the fastest-growing colleges in the state community college system and is
located in one of the state’s fastest growing regions. MSJC and many of the K-12 school districts
within its boundaries continue to see increased enrollment while neighboring districts experience
flat or declining enrollments.
MSJC serves a diverse population of more than 27,000 students a year. In May 2019, the district
awarded a record-breaking 3,338 degrees and certificates to 1,723 graduates. Its newest facility,
located in Temecula, is scheduled to open in Fall 2020 and will be the first permanent institution
for higher education in that region. It will be critical to market this beautiful urban campus so that
it becomes a recognizable and top-of-mind campus for the southern region.
MSJC’s location in the IE brings opportunities and challenges. Economic growth here has
outpaced the state. As the economy improved after the Great Recession, the IE experienced growth
in health care; energy, manufacturing; logistics; construction; and professional, management and
scientific work. The region has been a job creator. However, there are communities within the
district that still report some of the highest unemployment rates and lowest educational attainment
rates in Southern California. Residents who remain unskilled and lack educational attainment will
be at risk during another economic downturn. It is incumbent on MSJC to help build a strong
workforce so students can better withstand the economic cycles.
As one of California’s community colleges, MSJC is uniquely qualified to prepare students for
well-paying careers. It is affordable and accessible. It offers programs that lead to associate
degrees, career certificates, and transfer opportunities to four-year universities. It has a robust and
award-winning Career Education Department that reaches out to business/industry, K-12 and
others to ensure MSJC provides a well-trained workforce for this region.
MSJC is also rich in diversity. It is recognized as a Hispanic Serving Institution, with more than
50 percent of its population identifying as Hispanic. MSJC recognizes the many diverse
populations it serves and has developed the innovative MSJC Equity Pledge to support students of
various backgrounds. It is critical for MSJC to market effectively so that all students feel welcome
and understand the supportive culture they will experience at MSJC to help them succeed.
MSJC, like other colleges in the state, is also meeting the state’s requirements outlined in the
Guided Pathways initiative that provide strategies to help students persist and complete their
programs. The MSJC Success! Pathways program is a critical part of helping students achieve
these outcomes. The campaigns must help students understand Success! Pathways.
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Through the MSJC Foundation, the district also supports student success through programs like
the MSJC Pledge for Success, which includes a Career Closet, events to raise scholarship funds
and other activities.
GOALS / OBJECTIVES
The goal is to raise awareness among current and prospective community college and high school
students, their influencers, key stakeholders and others about the programs and services at MSJC.
Marketing campaigns should help the audience segments to understand the affordability,
accessibility and opportunities available at MSJC, and inspire and motivate student to enroll and
persist at MSJC.
Campaigns should:
o Reach diverse audiences with messaging relevant to them
o Help break down perceived barriers, like
o Help audiences understand the critical role community colleges play in a strong
state economy
o Bring awareness to MSJC’s campus locations
o Increase understanding of the life-transformation that can occur with career training
and through higher education
o Increase awareness of programs and services students need to help them succeed,
such as scholarships, Success! Pathways and others

Additional campaigns will reach business/industry, donors and other groups to support various
initiatives to support student success.
To achieve the goals, the campaigns promoting each semester enrollment/registration periods and
to support student success initiatives must reach the target segments with the right message at the
right time and in the right locations when and where audiences will be most receptive to receiving
messages.
MSJC seeks a multi-disciplinary, full-service professional agency (or group of agencies) that
provides a wide range of services including, but not limited to, brand consistency, advertising,
strategic plans, collateral material development, media buys, media relations, social media
management, campaign metrics, and project management. Responsive vendors must use a
research-based approach. Hard costs that will also come out of the total contract should include,
but are not limited to music licenses, travel and meeting expenses, talent fees/stipends, studio
rentals, equipment rentals, wardrobe and props.
TARGET AUDIENCES
The marketing campaigns aimed at students, potential students, influencers and others. The target
audiences are as follows:
Primary Target Audiences:
● Teens and young adults: 16 – 24 year olds, including high school juniors and seniors and
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recent graduates, as well as current and prospective community college students. There
should be an emphasis on reaching African-American and Latino students as well as those
with lower socio-economic status, including current and former foster youth.
● Adults, including active duty military and veterans: 25 – 54 year olds, with an emphasis on
those that are unemployed or underemployed.
Secondary Target Audiences:
● Influencers/Stakeholders: Including parents, caregivers, high school and community
college counselors, community leaders and elected officials. Stress that the jobs that career
technical education certificate and degree holders can get obtain are well- paying and can
provide a good family living wage.
● Include communities whose primary language is not English.
There is also a need to target:
● Business/Labor/Industry leaders and donors/potential donors to provide internships and
support student success initiatives.
SCOPE OF WORK
The purpose of this RFP is to solicit proposals from vendors with sufficient resources, experience
and abilities to meet the scope of work outlined below.
The priority is to create to create three major student-recruitment campaigns each fiscal/academic
year to promote the Fall, Spring and Summer semesters. Campaigns generally run either six or
eight weeks. Respondents should include a well-developed plan for each recruitment period that
shows vendor charges and allocation of the annual budget accordingly.
Other needs will be to create collateral, including an annual report, newsletters, postcards,
invitations, outdoor banners, digital and other collateral.
Other possible marketing campaigns may include:




Marketing facilities and campuses
Major events, including fundraisers
Programs, initiatives or services

1. MEDIA BUYING: Develop and execute a well-negotiated media-buy plan to reach the
target audiences. The plan should use research relevant to our service area for effective
messaging and reach and include traditional radio, online video and radio, cable TV, social
media, outdoor, over-the-top (OTT), and increasing our SEO. Create monthly social media
calendars for posting daily content on the college’s Facebook, Twitter, Instagram,
LinkedIn, Snapchat and YouTube accounts.
NOTE: MSJC accepts the industry-standard 15 percent media buy management fee.
a. MSJC holds three major campaigns a year to promote registration prior to the start
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of each semester: Fall and Spring campaigns are six- to eight-week campaigns.
Summer is a four- to six-week campaign.
b. MSJC may require need for smaller campaigns to promote events or initiatives
throughout each academic year.
c. Vendor will budget college funds appropriately to cover media buy and manage
and pay invoices to media partners in a timely fashion.
2. RESEARCH & DEVELOPMENT: Work with the MSJC Public Information &
Marketing Office or other department as assigned to provide research that identifies
problems or solutions to issues such as student retention, participation, completion or other
issue that would be identified. Develop strategies that include creative treatment that adhere
to the main MSJC brand but gives a unique identity to an initiative or campaign. This may
include creation of taglines, slogans and/or hashtags.

3. PHOTOGRAPHY and VIDEOGRAPHY SERVICES: Provide photography services
three times a year to capture images for collateral and video for commercial TV/radio
spots. This will likely be pre-arranged and staged to include classroom photos, student or
employee portraits, and other photos. It may also include event coverage.
4. DESIGN AND PRINT SERVICES: The vendor will be asked to design and print
collateral to include annual report, invitations, newsletters, postcards and print and digital
assets. Some projects may including handling, bundling and mailing services.
5. CONTENT CREATION: The vendor may be asked to develop new or revise and refine

existing content for webpages, publications like brochures and fliers, social media and
other uses.
6. EVALUATION: The vendor will track the results by providing analytics for each
campaign that covers impressions, delivery rates, open rates, click-through rates, view rates
and consider demographics, time of day, and other factors that can inform decisions for
improvements in future campaigns. The vendor will provide a report at the conclusion of
each campaign is expected.
7. ADMINISTRATIVE: Vendor provides project management of the campaigns and
updates the Director of Public Information, Marketing & Strategic Communications or
other project lead as identified via face-to-face, video/phone conferences as needed.
Provides reports on invoicing, evaluation and other ad hoc reports as requested. Schedule
and conduct planning meetings as needed with the Director of Public Information &
Marketing or other assigned MSJC project lead. The vendor will also provide a projectplanning calendar with key milestones to ensure we meet deadlines.
● Ensure performance measures and benchmarks are provided with campaigns.
● Ensure campaigns comply with MSJC branding guidelines standards.
● Ensure payments to sub-vendors, media partners or others are made in accordance
with MSJC policies and procedures.
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In addition, any services provided must recognize the following:
● The quality of materials produced and activities undertaken must be of the highest
caliber to reflect the high quality of MSJC, its programs, services and students.
● The content of materials produced and activities undertaken must be reflective of
and sensitive to the diversity of our service area and our students and must be
inclusive of physical ability, age, gender, sexual orientations, identities, cultural,
ethnic, religious and other measures of diversity.
8. ALTERNATE SERVICES: MSJC may require additional services to be performed that

relate to marketing, advertising, design, printing, writing or research and development.
These additional services may be needed due to state or federal initiatives, new programs
or services or other needs. The alternate services are not included in the base bid amount
and be or may not be awarded at the discretion of the District.
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INSTRUCTIONS TO BIDDER
ACCEPTANCE PERIOD:
ninety-(90) days.

Unless otherwise specified herein, proposals are firm for a period of

ADDENDA ACKNOWLEDMENT: Each proposal shall include specific acknowledgement in the
space provided of receipt of all addenda issued during the solicitation period. Failure to so
acknowledge may result in the proposal being rejected as not responsive.
AUTHORIZED SIGNATURES.
Every proposal must be signed by the person or persons
legally authorized to bind the Proposer to a contract for the execution of the work. Upon request
of the Mt. San Jacinto Community College District, any agent submitting a proposal on behalf of
a Proposer shall provide a power of attorney certifying the agent’s authority to bind the Proposer.
If an individual makes the proposer, his or her name, signature, and post office address must be
shown. If a firm or partnership makes the proposal, the name and post office address of the firm
or partnership and the signature of at least one of the general partners must be shown. If a
corporation makes the proposal, the proposal shall show the name of the state under the laws of
which the corporation is chartered, the name and post office address of the corporation and the title
of the person signing on behalf of the corporation. Upon the request of the Mt. San Jacinto
Community College District, the corporation shall provide a certified copy of the bylaws or
resolution of the board of directors showing the authority of the office signing the proposal to
execute contracts on behalf of the corporation.
AWARD OF PROPOSAL. Award will be made to the Proposer offering the most advantageous
proposal after consideration of all Evaluation Criteria set forth below. The criteria are not listed in
any order of preferences. An Evaluation Committee will be established by the Mt. San Jacinto
Community College. The Committee will evaluate all proposals received in accordance with the
Evaluation Criteria. Mt. San Community College reserves the right to establish weight factors that
will be applied to the criteria depending upon order of importance. Weight factors and evaluation
scores will not be released until after award of proposal. Mt. San Jacinto Community College
District shall not be obligated to accept the lowest priced proposal, but will make an award(s) in
the best interests of the college district after all factors have been evaluated.
AWARD EVALUATION CRITERIA.
Evaluation Criteria that will be used to evaluation all
proposals that are received are listed below:
a. Qualifications and availability of key persons to be assigned to the contract
resulting from the solicitation.
b. Number of years of experience the Proposer has in this type of business and with
accounts of this size.
c. Demonstrated competence
d. Experience in performance of comparable work or delivery of comparable goods.
e. Reasonableness of cost.
f. Financial stability
g. Maximum guaranteed response time for standard service.
h. Maximum guaranteed response time for emergency service.
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i. Conformance with the terms of this RFP.
The evaluation committee may also contact and evaluate the Proposer’s and subcontractor’s
references; contact any Proposer to clarify any response; contact any current users of a Proposer’s
services; solicit information from any available source concerning any aspect of a proposal; and
seek and review any other information deemed pertinent o the evaluation process. The evaluation
committee shall not be obligated to accept the lowest priced proposal, but shall make an award in
the best interests of the Mt. San Jacinto Community College.
Discussions may, at the Mt. San Jacinto College’s sole option, be conducted with responsible
Proposals who submit proposals determined to be reasonably susceptible of being selected for an
award. Discussion may be for the purpose of clarification to assure full understanding of, and
responsiveness to, the solicitation requirements. Proposers shall be accorded fair and equal
treatment with respect to any opportunity for discussion and written revision of proposals.
Revisions may be permitted after submissions and before award for obtaining best and final
proposals. In conducting discussions, the Mt. San Jacinto Community College will not disclose
information derived from proposals submitted by competing Proposers.
A Notification of Intent of Award may be sent to any Proposer selected. Award is contingent upon
the successful negotiation of final contract terms. Negotiations shall be confidential and not subject
to disclose too competing Proposers unless an agreement is reached. If contract negotiations cannot
be concluded successfully, the Mt. San Jacinto Community College may negotiate a contract with
the next highest scoring Proposer or withdraw the RFP.
AWARD SELECTION PROCESS. Selection of qualified Proposers will be based on the
following: quality and completeness of submitted proposal; understanding of project objectives;
project approach; experience and expertise with public agencies and similar types of efforts; and
references. Additional questions may be asked of Proposers and interviews may be conducted.
Proposers will be notified of any additional required information or interviews after the written
proposals have been evaluated.
Interviews will be held with the most qualified respondents. The recommended proposals will be
submitted to the Mt. San Jacinto Community College Board of Trustees for contract approval. The
Proposer selected will enter into a contract with the Mt. San Jacinto Community College.
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EXAMPLE OF A WEIGHTED EVALUATION
EVALUATION CRITERIA
Proposal submission – quality and completeness relative to the description
given in the RFP,
Proposer’s concept and understanding of the Mt. San Jacinto College’s
goals and intent for the design and function of the project.
Proposer’s approach to the project, including demonstration of capability to
develop innovative or advanced techniques, proposal schedule and
milestones, and Proposer’s availability to staff during the design process.
Proposer’s experience – both with similar types of projects, experience with
public agencies, and staff experience and qualifications.
References
Competitive Pricing

PERCENTAGE
20
20
20

20
10
10

The above percentages show the relative importance of individual criterion. The evaluation
committee will use these criteria to score the proposals.
BID FORMS. Bids must be submitted on preprinted Bid Forms supplied by the Purchasing Dept.
Submittals should be brief and concise, but provide sufficient clarity to meet the criteria in the
evaluation process. Each bidder shall submit one (1) original proposal and one (1) electronic copy,
in PDF format (optional).
BID OPENING AND BID RESULTS.
No Public Opening. Proposals will not be opened
publicly but a list of the names of companies submitting proposals will be available within a
reasonable time after the Submittal Deadline. Proposals will be made public and may be inspected
at the time of award. A tabulation summary of bids received will be available within a reasonable
time after the bid opening. Bid results will be available on the District’s Purchasing website at
https://www.msjc.edu/Purchasing/current-bids.html.
BID SUBMITTAL DEADLINE.
The Bid submittal Deadline is March 3, 2020 at 10:00 a.m.
Bid must be submitted in a sealed envelope and should be properly identified with the bid number
and Bid Submittal Deadline. Bids must arrive in the Purchasing Office located at 1499 N. State
Street, Bldg. AA, San Jacinto, CA 92583, by March 3, 2020, 10:00 a.m., local time. Telephone,
telegraphic, facsimile, electronic, and late bids will not be accepted or considered. It is the Bidder’s
responsibility to see that their bids have sufficient time to be received by the Purchasing Office
before the Bid Submittal Deadline.
BID WITHDRAWAL. Bidders’ authorized representatives may withdraw bids only by written
request received by the Purchasing Agent before the Bid Submittal Deadline. After that time,
Bidders may not withdraw their bids for a period of ninety (90) days from the Bid Submittal
Deadline. At no time may the successful Bidder(s) withdraw his bid
CANCELLATION OF SOLICITATION. The Mt. San Jacinto College may cancel this solicitation
at any time.
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DISQUALIFICATION OF PROPOSER. If there is reason to believe that collusion exists among
the Proposers, the Mt. San Jacinto College may refuse to consider proposals from participants in
such collusion. No person, firm, or corporation under the same or different name, shall make, file,
or be interested in more than one proposal for the same work unless alternate proposals are called
for. A person, firm, or corporation who has submitted a sub-Proposal to a Proposer, or who has
quoted prices on materials to a Proposer, is not thereby disqualified from submitting a sub-Proposal
or quoting prices to other Proposers. Reasonable ground for believing that any Proposer is
interested in more than one Proposal for the same work will cause the rejection of all Proposals
for the work in which a Proposer is interested. If there is reason to believe that collusion exists
among the Proposers, the Mt. San Jacinto Community College District may refuse to consider
Proposals from participants in such collusion. Proposers shall submit as part of their Proposal
documents the completed Non-Collusion Affidavit provided herein.
EXECUTION OF CONTRACT. Time is of the essence of this contract. The Successful
Proposer/Contractor shall execute the contract, including but not limited to signing all necessary
documents and submitting all required bonds and evidences of insurance (if needed), within ten
(10) days after personal delivery of the notice or within fifteen (15) days after such notice has been
deposited in the United States mail. One copy of the contract will be returned to the Contractor
after the Mt. San Jacinto Community College District executes the contract. In case of failure of
the Contractor to execute and return the contract and all required documents within the time
allowed, the Mt. San Jacinto Community College District may, at its option, consider that the
Proposer has abandoned the contract, in which case the Proposal Security Bond shall be forfeited
by the Proposer and become the property of the Mt. San Jacinto Community College District. After
the contract has been executed, including the insurance documents, certificates, and bonds, a
Notice to Proceed will be issued. Proposer agrees to commence work within ten- (10) working
days after the date of the Notice to Proceed, to proceed with the work and fully complete the project
within (number of completion days allowed) from the date of the Notice to Proceed.
EXPERIENCE AND COMPETENCY. The Successful Proposer shall be skilled and regularly
engaged in the general class or type of work called for under the contract. The Successful Proposer
shall also have no less than five (5) years' experience in the magnitude and character of the work
proposal. Each Proposer shall be set forth his experience on the form entitled Proposer’s
Experience and submit it with his proposal. It is the intention of the Mt. San Jacinto Community
College District to award a contract to a Proposer who furnishes satisfactory evidence that he/she
has the requisite experience, ability, sufficient capital, and facilities to enable him to prosecute the
work successfully and properly, and to complete it within the time specified in the contract.
To determine the degree of responsibility to be credited to the Proposer, the Mt. San Jacinto
Community College District will weigh any evidence that the Proposer has performed
satisfactorily other contracts of like nature, magnitude, and comparable difficulty and comparable
rates of progress. In selecting the lowest responsive and responsible Proposer, consideration will
be given not only to the financial standing but also to the general competency of the Proposer for
the performance of the work specified in the contract documents.
FIRM PRICE PERIOD. Proposers’ offer shall remain open and firm for a period of not less than
ninety- (90) calendar days from the Submittal Deadline.
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INFORMED BIDDERS. Before submitting bids, Bidders must fully inform themselves of the
conditions, requirements and specifications of the work or materials to be furnished. Failure to do
so will be at Bidders’ own risk and they cannot secure relief on the plea of error.
LATE BIDS. Bids not received by the Bid Submittal Deadline date and time are late. Late bids
will be returned to Bidders unopened.
PRICES, NOTATIONS, AND MISTAKES. All prices and notations must be in ink or typewritten.
Mistakes may be crossed out and corrections typed or printed adjacent to the mistake and initialed
in ink by the person who signs bid. Prices shall be stated in units and quotations made separately
on each item. In case of conflict, unit prices will govern. Where there is a conflict between words
and figures, words will govern.
OFFERS OF MORE THAN ONE PRICE. Proposers are NOT allowed to submit more than one
proposal.
QUESTIONS AND COMMENTS. All Questions and comments regarding this solicitation must
be submitted in writing to the purchasing agent only and sent by email to:
Tammy Cunningham at tcunningham@msjc.edu AND cc Carole Ward at cward@msjc.edu
Please do not contact other District staff or departments regarding questions or clarification during
the open bid process. Pre-bid clarification request are due by February 25, 2020. Requests
received less than seven (7) calendar days before bid opening shall not be considered or responded
to. A written response to timely pre-bid clarifications requests which materially affects the bidders
price will be made by Addendum issued by the Mt. San Jacinto Community College District not
less than seventy-two (72) hours prior to bid opening.
RESPONSE REQUIREMENTS. In addition to addressing the specifics outlined in this document
and consideration of the conditions outlined below, proposals must also include the following
details about your company on company letterhead:
a. Company name
b. Company Location(s)
c. Description of company
d. Description of the type of services you provide
Please describe your approach to this work, including methodology and deliverables for discovery,
quality assurance, for proposing look and feel, project management, and communication.
f. A summary of your process for development projects like ours that require working with a
committee and getting input from college stakeholders and constituency groups including:
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Students (prospective and current), Faculty, Classified Staff, Administration, Alumni, and
Community
g. Provide examples of your work most relevant to our project
h. Cost estimates, broken down by phase and deliverables
i. A proposed project timeline
j. Description of the people who would work on this project and summary of their experience
k. Three client references from similar projects performed for any local government or community
college clients within the last three years. Information provided shall include:
i. Client name
ii. Project description
iii. Project dates (starting and ending)
iv. Technical environment
v. Staff assigned to reference engagement that will be designated for work per this RFP;
vi. Client project manager name and telephone number
l. Warrantee information
m. Disclosure of possible conflicts of interest
n. Disclosure of complaints, current or pending actions, legal or otherwise
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TERMS AND CONDITIONS
ASSIGNMENT OF RIGHTS OR OBLIGATIONS. Except as noted hereunder, Successful
Proposer may not assign, transfer or sell any rights or obligations resulting from this solicitation
without first obtaining the specific written consent of the Mt. San Jacinto College.
ATTORNEY FEES. In the event a suit or action is instituted in connection with any controversy
arising out of this contract, the prevailing party shall be entitled to receive, in addition to its costs,
such sum as the court may adjudge reasonable as to attorney’s fees and costs.
BIDDER AGREEMENT TO TERMS AND CONDITIONS. Submission of a signed bid will be
interpreted to mean Bidder has agreed to all the terms and conditions set forth in the pages of this
solicitation.
CANCELLATION OF CONTRACT. The District may cancel this contract WITHOUT CAUSE
at any time by giving thirty- (30) day’s written notice to the supplier/contractor. The District may
cancel this contract WITH CAUSE at any time by giving ten (10) days written notice to the
supplier/contractor. Cancellation for cause shall be at the discretion of the District and shall be,
but is not limited to, failure to supply the materials, equipment or service specified within the time
allowed or within the terms, conditions or provisions of this contract. The successful Bidder may
not cancel this contract without prior written consent of the Purchasing Agent.
COMPLIANCE OR DEVIATION TO SPECIFICATIONS. Bidder hereby agrees that the
material, equipment or services offered will meet all the requirements of the specifications in this
solicitation unless deviations from them are clearly indicated in the Bidder’s response. Bidder may
submit an attachment entitled “Exceptions to Specifications”, which must be signed by Bidder’s
authorized representative. An explanation must be made for each item to which an exception is
taken, giving in detail the extent of the exception and the reason for which it is taken. Bids failing
to comply with this requirement will be considered non-responsive. Submittal of brochure or other
manufacturer literature is desirable but shall not be an acceptable substitution for this requirement.
COMPLIANCE WITH LAWS. All bids shall comply with current federal, state, local and other
laws relative thereto.
DEFINITION OF TERMS. For the purposes of this RFP, the following definitions will be used:
a. Contractor. Same as Successful Proposer.
b. Evaluation Committee. An independent committee established by the Mt. San Jacinto College
to review, evaluate, and score the proposals, and to recommend award to the Proposer that
submitted the proposal determined by the committee to be in the best interest of the Mt. San Jacinto
College.
c. May. Indicates something that is not mandatory but permissible.
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d. Must/Shall. Indicates a mandatory requirement. A proposal that fails to meet a mandatory
requirement will be deemed non-responsive and not be considered for award.
e. Proposer. The person or firm making the offer.
f. Proposal. The offer presented by the Proposer.
g. RFP. Acronym for Request for Proposals.
h. Should. Indicates something that is recommended but not mandatory. Failure to do what
"should" be done will not result in rejection of your proposal.
i. Submittal Deadline. The date and time on or before all proposals must be submitted.
j. Successful Proposer. The person, contractor, or firm to whom the award is made.
FORCE MAJEURE. If execution of this contract shall be delayed or suspended and if such failure
arises out of causes beyond the control of and without fault or negligence of the Contractor, the
Contractor shall notify the District, in writing, within twenty-four (24) hours, after the delay. Such
causes may include but are not limited to acts of God, war, acts of a public enemy, acts of any
governmental entity in its sovereign or contractual capacity, fires, floods, epidemics, strikes and
unusually severe weather.
FORMATION OF CONTRACT. Bidder’s signed bid and District’s written acceptance shall
constitute a binding contract.
LAWS GOVERNING CONTRACT. This contract shall be in accordance with the laws of the
state of California. The parties stipulate that this contract was entered into in the county of
Riverside, in state of California. The parties further stipulate that the county of Riverside,
California is the only appropriate forum for any litigation resulting from a breach hereof or any
questions risen here from.
NOMENCLATURES. The terms Successful Bidder, supplier, vendor, and contractor may be used
interchangeably in this solicitation and shall refer exclusively to the person, company, or
corporation with whom the District enters into a contract as a result of this solicitation.
PAYMENT TERMS. Discounts for payments made twenty- (20) days or more from receipt of
invoice will be considered in award of bid. Payment discounts must be clearly shown on the Bid
Form.
REJECTION OF BIDS. The District reserves the right to reject any bids, all bids, or any part of a
bid. The District reserves the right to reject the bid of any Bidder who previously failed to perform
adequately for the District or any other governmental agency. The District expressly reserves the
right to reject the bid of any Bidder who is in default on the payment of taxes, licenses, or other
monies due the District.
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SAFETY. All articles delivered under this contract must conform to the Safety Orders of the
State of California, Division of Industrial Safety.
SELL OR ASSIGN. The successful Bidder shall not have the right to sell, assign, or transfer, any
rights or duties under this contract without the specific written consent of the District.
SEVERABILITY. If any provisions, or portions of any provisions, of this contract are held
invalid, illegal, or unenforceable, they shall be severed from the contract and the remaining
provisions shall be valid and enforceable.
TAXES, FEDERAL EXCISE. The District is exempt from Federal Excise Tax.
TAXES, SALES. California Sales Tax should be shown separately on the Bid Form, when and
where indicated.
TERMS OF THE OFFER. The District’s acceptance of Bidder’s offer shall be limited to the
terms herein unless expressly agreed in writing by the District. Bids offering terms other than
those shown herein will be declared non-responsive and will not be considered.
WAIVER OF INFORMALITIES. The District reserves the right to waive informalities or
technicalities in bids.
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SPECIAL PROVISIONS FOR SERVICES
ACCESSIBILITY. The contractor shall fully inform himself regarding any peculiarities and
limitations of the spaces available for the performance of work under this contract. He shall
exercise due and particular caution to determine that all parts of his work are made quickly a nd
easily accessible.
AUTHORITY OF THE DISTRICT. Subject to the power and authority of the District as provided
by law in this contract, the District shall in all cases determine the quantity, quality, and
acceptability of the work, materials and supplies for which payment is to be made under this
contract. The District shall decide questions that may arise relative to the fulfillment of the contract
or the obligations of the contractor hereunder.
CHANGES IN WORK. The District may, at any time work is in progress, by written order and
without notice to the sureties, make alterations in the terms of work as shown in the specifications,
require the performance of extra work, decrease the quantity of work, or make such other changes
as the District may find necessary or desirable. The contractor shall not claim forfeiture of contract
by reasons of such changes by the District. Changes in work and the amount of compensation to
be paid to the contractor for any extra work as so ordered shall be determined in accordance with
the unit prices quoted.
COMPLIANCE WITH FAIR EMPLOYMENT PRACTICE ACT. Contractor agrees in
accordance with Section 1735 and 1777.6 of California Labor Code, and the California Fair
Employment Practice Act (Sections 1410-1433) that in the hiring of common or skilled labor for
the performance of any work under this contract or any subcontract hereunder, no contractor,
material supplier or vendor shall, by reason of race, color, national origin or ancestry, or religion,
discriminate against any person who is qualified and available to perform the work to which such
employment relates.
CONTRACT INCORPORATION. This contract embodies the entire contract between the District
and the Contractor. The parties shall not be bound by or be liable for any statement, representation,
promise, inducement or understanding of any kind or nature not set forth herein. No changes,
amendments, or modifications of any of the terms or conditions of the contract shall be valid unless
reduced to writing and signed by both parties. The complete contract shall include the entire
contents of the bid solicitation, all addenda, all of Bidder’s successful submittal, supplemental
agreements, change orders, performance bond(s), and any and all written agreements which alter,
amend or extend the contract.
COORDINATION WITH AGENCIES. The contractor shall coordinate his activities with the
proper regulatory agencies and have their representative on site at the proper times.
DAMAGE. The contractor shall be held responsible for any breakage, loss of the District’s
equipment or supplies through negligence of the contractor or his employee while working on the
District’s premises. The contractor shall be responsible for restoring or replacing any equipment,
facilities, etc. so damaged. The contractor shall immediately report to the District any damages to
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the premises resulting from services performed under this contract. Failure or refusal to restore or
replace such damaged property will be a breach of this contract.
EXAMINATION OF SPECIFICATION AND SITE. Bidder is expected to carefully examine the
site of the proposed work and all bid specifications, documents, and forms. He shall satisfy himself
as to the character, quality, and quantities of work to be performed, materials to be furnished and
the requirements of the proposed specifications.
INDEPENDENT CONTRACTOR. In accepting this contract, Contractor covenants that it
presently has no interest, and shall not acquire any interest, direct or indirect, financial or
otherwise, which would conflict in any manner or degree with the performance of the services
hereunder. Contractor further covenants that, in the performance of this contract, no subcontractor
or person having such an interest shall be employed. Contractor certifies that to the best of his
knowledge, no one who has or will have any financial interest under this contract is an officer or
employee of District. It is expressly agreed by Contractor that in the performance of the services
required under this contract, Contractor, and any of its subcontractors or employees, shall at times
be considered independent contractors and not agents of District.
INSURANCE REQUIREMENTS. Within ten (10) consecutive calendar days of award of contract,
Successful Bidder must furnish the District with the Certificates of Insurance proving coverage as
specified in "Attachment A" and naming the District, its officers and agents, Additional Insured
by endorsement. Failure to furnish the required certificates within the time allowed will result in
forfeiture of Bidder's Bid Security.
LAWS - ADHERENCE TO ALL LOCAL, STATE, AND FEDERAL LAWS AND
REQUIREMENTS. The contractor shall adhere to all applicable health and safety laws and
regulations including, but not limited to, those promulgated by CAL-OSHA, FED-OSHA, EPA,
the California State Department of Health Services, and County Environmental Health
Department.
LIQUIDATED DAMAGES. Time is of the essence of this contract. Failure to start and complete
all work specified within the time allowed shall constitute material breach of contract. The "time
allowed" will be calculated from the date of the Notice to Proceed through the "Maximum
Completion/Delivery Time" indicated by the Successful Bidder/Contractor on his Bid Form for
the completion work or delivery of the goods specified. Failure of successful Bidder to complete
the work or deliver the goods within the time allowed will result in damages, and for each
consecutive day in excess, the contractor shall pay to the District the sum of $1,000 per calendar
day. Such amount shall not be construed as a penalty but as a minimum value of liquidated
damages that may be deducted from payment due to the contractor if such delay occurs.
MEASUREMENTS. It is the responsibility of the Bidder to make all measurements to determine
his bid price. The District will not be responsible for determining the quantities of materials
necessary to complete the work specified.
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PERMITS. Unless otherwise specified herein, Contractor shall at his expense, obtain all permits
and licenses and pay all charges and fees necessary for the performance of the contract, and shall
give all public notices necessary for the lawful performance of the contract.
PROTECTION OF PUBLIC. Adequate warning devices, barricades, guards, flagmen or other
necessary precautions shall be taken by the contractor to give advised and reasonable protection,
safety and warning to persons and vehicular traffic concerned in the area.
REJECTION OF WORK. Contractor agrees that the District has the right to make all final
determinations as to whether the work has been satisfactorily completed.
TAXES. Contractor shall pay all taxes, levies, duties and assessments of every nature due in
connection with any work under the contract, shall make any and all payroll deductions required
by law, and shall indemnify and hold harmless the District from any liability on account of any
and all such taxes, levies, duties, assessments and deductions.
UNKNOWN OBSTRUCTIONS. Should any unknown obstruction be encountered during the
course of this contract the Contractor immediately bring it to the attention of the District. The
contractor shall be responsible for the protection of all existing equipment, furniture, or utilities
encountered within the work area.
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IMPORTANT NOTICE –
PROPOSALS DOCUMENTS AND ITEMS TO BE RETURNED OR SUBMITTED WITH
PROPOSAL
The following forms must be completed and submitted on or before the Submittal Deadline.
a. Bid Form
b. Company Information and Signatory Page
c. Non-Collusion Affidavit
d. Bidder's Guaranty
e. Workers Compensation Insurance Certificate
f. Experience Statement
g. Subcontractors List
h. Contractor's Nondiscriminatory Employment Certificate
i. Samples of print media (ads, brochures, booklet, etc…)
j. Samples of TV (Cable) Advertising and Radio Advertising productions
Failures to complete, sign (where required), and return the above proposal documents with your
proposal may render it non-responsive.
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BID FORM
Marketing Services To
RFP No. 2020-012
To:

Mt. San Jacinto Community College District
1499 N. State Street
San Jacinto, CA, 92583

From: ________________________________
Name of Proposer
________________________________
Mailing Address
________________________________
City, State & Zip
The undersigned Bidder agrees he/she will contract with the District to provide all necessary
labor, supervision, machinery, tools, apparatus, and other means of construction to do all the
work and furnish all the materials and services specified in the contract in the manner and time
therein prescribed, and that he/she will take in full payment the amount set forth hereon.
Bid No. 2020-012 to Marketing Services, in its entirety, all Addenda, and the following
documents by this reference are hereby made a part of this contract:
a. Notice of Invitation For Bids
b. Background information
c. Scope of Work
d. Instructions To Bidder
e. Terms and Conditions
f. Special Provisions For Services
g. Proposal Document Return/Submittal List
h. Bid Form
i. Company Information and Signatory Page
j. Addenda, if applicable
k. Non-Collusion Affidavit
l. Bidder's Guaranty
m. Worker's Compensation Insurance Certificate
n. Experience Statement
o. Subcontractors List
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BID FORM - Continued
Bidder acknowledges receipt of Addenda Number(s) __, ___, ___, and ___.
The cost of all labor, material, and equipment necessary for the completion of the work itemized,
even though not shown or specified, shall be included in the unit price for the various items
shown hereon. The District reserves the right to increase or decrease the quantity of any item or
omit items as may be deemed necessary, and the same shall in no way affect or make void the
contract. When increases or decreases are made, appropriate additions or deductions from the
contract total price will be made at the stipulated unit price.
COST RESPONSE
The undersigned has read and understands all conditions and terms of this RFP, is authorized to
submit this proposal, and hereby offers to perform the services requested for the rates indicated
below:
1. MEDIA BUYING:
Provide pricing for an eight-week media buy with pricing allocations.
Media Channel
NEWSPAPER - Print
NEWSPAPER –
Digital
Local Radio
Internet Radio
Over-the-Top (OTT)
Outdoor – digital
Or static
Mall advertisting
Social Media
SEO advertising
Bus or other
transportation
advertising
Geo-fencing
Cable TV
Fee
TOTAL

Description –
Tactic/Strategy

Pricing Allocation
$
$
$
$
$
$
$
$
$
$

$
$
management fee
----------------------

Media Buying Certified? Yes ___

$

No ____

If yes, indicate certification type(s): __________________________________
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2. RESEARCH & DEVELOPMENT
Description – Tactic/Strategy
Focus groups
SWOT analysis
Treatment (provides unique identity while
adhering to main college brand
Taglines/Slogans/Hashtags
Survey development
Survey distribution –
Please describe methods
Survey types:
Please describe tactics and strategies

Hourly Rate
$
$
$

TOTAL

$

$
$
$
$

3. PHOTOGRAPHY and VIDEOGRAPHY SERVICES:
MSJC may request a minimum of two photo shoots and two video shoots per contract
year.

1. On-campus photo shoot
(Temecula, Menifee, San Jacinto, or Banning, as assigned)
2. Indicate number of vendor crew members needed
1. On-campus videography
(Temecula, Menifee, San Jacinto or Banning, as assigned)
2. Indicate number of vendor crew members needed
1. Photo Editing
2. Provide maximum Number of photos
1. Video editing
2. :30-second spot
3. :15-second spot
Voice over or radio creation
1. :30-second
2. :15-second
Event Coverage (fundraising activities, performances,
athletics, press conference or other similar activity)
Talent fees (if required)
TOTAL

Hourly Rate
$

$

$
$

$

$
$
$

WHAT TYPE OF DIGITAL ASSET MANGAGEMENT SOFTWARE OR DELIVERY
METHOD DO YOU USE? ________________________________________________
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4. DESIGN AND PRINT SERVICES:

Project Name
Description

Design Cost

Print
Management/
Production

Master Ad
- Three (3) ad
designs per year
- Up to two-page
magazine spread
16.75" x 10.875"
- Resizing and
editing as needed
for digital and
print needs
- Working, printready and webready files

Handling/Mailing
Bundle/Carrier Routes
Deliver to San Bernardino
Main Post Office
Not applicable

Fall Newsletter
- Qty. 285,000
- 4-page, 11" x
17" folded to 8.5"
x 11"
- Full color + gloss
AQ on 80 lb gloss
book
- Working and
print-ready files

$

Spring Postcard
- Qty. 285,000
- Oversized 6" x
9"
- Full color + gloss
AQ both sides
- UV Gloss
cardstock 170-180
lb
- Working and
print-ready files
Annual Report
- Qty. 500

$

Not applicable
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- 40-page
booklet, 11" x 17"
folded to 8.5" x
11"
- 4 pages, ink 4/4
+ dull AQ on 100lb
cover
- Spot glass UV
front cover only
- 36 interior
pages, gloss AQ
on 100 lb text
- Working and
print-ready files
Invitations, etc.
QTY. 500
 5x7 Save
the Date
 4x6 RSVP
 5x7
Invitation
 4/4 color
 ALL:
Cardstock
14 pt.
Envelope A7
Envelope A6
Envelopes
addressed
Handling/mailing
services required

Misc.
Publication Cover
design
8.5 x 11
5.5x8.5

Not applicable

Misc. program
design
8.5x11
Cover and internal
56 pages

Not applicable
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Outdoor banners
Vinyl
4’x2’
6’x3’
8x’4
Include finishing
costs (grommets,
welding, sew and
pole pocket)

Not applicable

Window
Perforations
Cost per square
foot

Not applicable

Calendar
Qty 500
Wall 12”x12”

Not applicable

TOTAL (#4)

DESIGN AND PRINT
SERVICES

$

WHAT TYPE OF DIGITAL ASSET MANGAGEMENT SOFTWARE OR DELIVERY
METHOD DO YOU USE? ________________________________________________

5. CONTENT CREATION: Provide hourly rate for:
a. New content writing: $ _________________

b. Revise, edit, refine existing content $ ______________
c. Script writing (speech, commercial, :30- and :15-second videos:
$ _______________
6. EVALUATION:

Please provide a description of the type of evaluation tool used to measure the
campaign results and the price.
Description

Pricing
$

TOTAL

$
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7. ADMINISTRATIVE: Provide hourly rate for the administrative costs.
Description
Project management
Meetings face-to-face
Meetings phone or video
Invoice management
Development of
Timelines/calendars/ad hoc reporting

Pricing
$
$
$
$
$

TOTAL

$

Total Base Bid Includes the totals from 1-7 above
TOTAL BASE BID (Written in Figures) ..................................$______________________

TOTAL BASE BID WRITTEN IN WORDS
Amount Written in Words. Where there is a discrepancy between words and figures, WORDS
WILL GOVERN. Where there is a discrepancy between item unit prices and extended total, unit
price will govern. Please check your calculations before submitting your Proposal; the Mt. San
Jacinto College will not be responsible for Proposer miscalculations.

8. ALTERNATE SERVICES: Provide hourly rate:
Alternate may or may not be awarded at the discretion of the District.
Description
Planning
Design Services
Writing Services
Printing Services
Campaign development and
management

Pricing
$
$
$
$
$

TOTAL

$
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BID FORM - Continued
COMPANY INFORMATION AND SIGNATORY PAGE
___________________________
Business License Number

__________________________
Number of years in business under firm name

Type of Business (Corp, Partnership, Sole Proprietorship)
_____________________________________________________________________Full names
of firm’s owners (> 10% ownership), officers and managing employees:
Has the firm changed its name within the past 3 years?
YES
NO
If yes, provide former name(s):
___________________________________________________________________________
Have there been any recent (within the last three years) changes in control/ownership of the
firm?
YES
NO
If yes, explain. _______________________________________________________________
Have officers or principals of the firm ever had their business license suspended or revoked for
any reason?
YES
NO
If yes, please explain.__________________________________________________________

Company Name
___________________________________ _________________________________________
Mailing Address (PO Box or street)
City, State, and Zip Code
___________________________________ ___________________________________
Name of Authorized Representative
Title
____________________________________
__________________________________
Signature
Date
___________________________________ __________________________________
Telephone Number
Facsimile Number
Email
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Non-Collusion Affidavit
To Be Completed and Submitted With Bid
The undersigned declares:
I am the _____________________ [Title] of _______________________________ [Name of
Company], the party making the foregoing bid.
The bid is not made in the interest of, or on behalf of, any undisclosed person, partnership,
company, association, organization, or corporation. The bid is genuine and not collusive or sham.
The bidder has not directly or indirectly induced or solicited any other bidder to put in a false or
sham bid. The bidder has not directly or indirectly colluded, conspired, connived, or agreed with
any bidder or anyone else to put in a sham bid, or to refrain from bidding. The bidder has not in
any manner, directly or indirectly, sought by agreement, communication, or conference with
anyone to fix the bid price of the bidder or any other bidder, or to fix any overhead, profit, or cost
element of the bid price, or of that of any other bidder. All statements contained in the bid are true.
The bidder has not, directly or indirectly, submitted his or her bid price or any breakdown thereof,
or the contents thereof, or divulged information or data relative thereto, to any corporation,
partnership, company, association, organization, bid depository, or to any member or agent
thereof, to effectuate a collusive or sham bid, and has not paid, and will not pay, any person or
entity for such purpose.
Any person executing this declaration on behalf of a bidder that is a corporation, partnership, joint
venture, limited liability company, limited liability partnership, or any other entity, hereby
represents that he or she has full power to execute, and does execute, this declaration on behalf of
the bidder.
I declare under penalty of perjury under the laws of the State of California that the foregoing is
true and correct and that this declaration is executed on_______________ [Date], at
___________________ [City], _______________ [State]_______________

Signature
Name
Company Address
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BIDDER'S GUARANTY
To Be Submitted With Bid
The successful Proposer shall execute this guaranty upon execution of the contract. If they so
choose, Proposers may execute this guaranty at the time of submitting their Proposal.
To the Mt. San Jacinto Community College District
Project: RFP No. 2020-012 Marketing Services
The undersigned guarantees the construction and installation of the following work included in
this project in accordance with:
Should any of the materials or equipment prove defective or should the work as a whole prove
defective, due to faulty workmanship, material furnished or methods of installation, or should the
work or any part thereof fail to operate properly as originally intended and in accordance with the
contract documents, due to any of the above causes, all within twelve (12) months after date on
which this contract is accepted by the Mt. San Jacinto Community College District, hereinafter
called Mt. San Jacinto College, the undersigned agrees to reimburse the Mt. San Jacinto College,
upon demand, for its expenses incurred in restoring said work to the condition contemplated in
said project.
Said reimbursement shall include the cost of any such equipment or materials replaced and the
cost of removing and replacing any other work necessary to make such replacement or repairs, or
upon demand by the Mt. San Jacinto College, to replace any such materials and to repair said work
completely without cost to the Mt. San Jacinto College so that said work will function successfully
as originally contemplated. The Mt. San Jacinto College shall have the unqualified option to make
any needed replacement or repairs itself or to have such replacements or repairs done by the
undersigned. In the event the Mt. San Jacinto College elects to have said work performed by the
undersigned, the undersigned agrees that the repairs shall be made and such materials as are
necessary shall be furnished and installed within a reasonable time after the receipt of demand
from the Mt. San Jacinto College. If the undersigned shall fail or refuse to comply with his
obligations under this guaranty, the Mt. San Jacinto College shall be entitled to all costs and
expenses, including attorney’s fees, reasonably incurred due to the said failure or refusal.

Name of Proposer/Contractor (Person, Firm, or Corporation)
Signature of Proposer/Contractor's Authorized Representative
Name & Title of Authorized Representative
Date of Signing

30
Mt. San Jacinto Community College District
Marketing Services RFP No. 2020-012

WORKER'S COMPENSATION INSURANCE CERTIFICATE
To Be Submitted With Bid
The Contractor shall execute the following form as required by the California Labor Code,
Sections 1860 and 1861:
I am aware of the provisions of Section 3700 of the Labor Code, which require every employer to
be insured against liability for worker's compensation or to undertake self-insurance in accordance
with the provisions of that code, and I will comply with such provisions before commencing the
performance of the work of this contract.
Name of Bidder (Person, Firm, or Corporation)

Signature of Bidder's Authorized Representative
Name & Title of Authorized Representative
Date of Signing
ATTEST:
By_________________________
Signature
___________________________
Title
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EXPERIENCE STATEMENT
To Be Submitted With Bid
List at least three references for work of a similar nature performed within the last three years.
I hereby certify that I have performed the work listed below.

Signature of Bidder
Description

Yr.

Amt.
Customer/Client Name
Telephone

__________________ _____ $____________ ______________ (_____)_____
__________________ _____ $____________ _______
__________________ _____ $____________ _________

____

_____ (_____)____ ______
__ (_____)___________

_ ________________ _____ $____________ ______________ (_____)___________
__________________ _____ $____________ ______________ (_____)___________
__________________ _____ $____________ ______________ (_____)___________
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SUBCONTRACTORS LIST
The following is a list of the subcontractors that will be used in the work if the Bidder is awarded
the contract, and no subcontractor not listed below will be used without the written approval of the
District. Additional numbered pages outlining this portion of the bid may be attached to this page.
NOTE: Subcontractors' address, telephone number, license numbers, class and expiration date
information may be omitted from this form but must then be submitted within two (2) working
days following the opening of bids. Subcontractor name, location, and item of work must be stated
at the time of the bid.

Bidder’s Name
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