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Purchasing and Contracts Division


  Request for Quotation (RFQ)

for

Video and Audio Recording Services 
Date:

July 16, 2010
To:

Video and Audio Recoding Services Vendors
From:

Candice Henderson, Buyer
Phone:  
425-670-5166
Fax:
 
425-778-5632
Email:

chenderson@ci.lynnwood.wa.us
A.  RFQ INSTRUCTIONS AND NOTICES:

1.
All quotes must be returned to the Buyer listed above on or before 2:00 p.m. on Friday, July 23, 2010.  Any responses received after this date will not be considered. Faxed or signed email responses are acceptable. 
2.   Quotation responses MUST be returned on this form.
3.   Indicate below any early payment discount offered to the City of Lynnwood upon our receipt of proper invoice (i.e. 2% 10, Net 30, etc.).  The City of Lynnwood reserves the right to consider any such discounts in determining an award.

4.   Any questions regarding completion of this RFQ or pricing matters should be addressed to Buyer listed above.
5.   If unable to quote, please return this form stating “No Quote.”
6.
The City of Lynnwood reserves the right to accept or reject any and all quotes, waive any minor technical inconsistencies, or delete any items/requirements when deemed in the City of Lynnwood’s best interests.
7.
It is the City of Lynnwood’s intent to enter into a three (3) year contract with two (2), one (1) year renewal options with the successful vendor.
B.  SCOPE OF WORK:
A.  The Vendor shall provide the following video and audio recording services as specified below:

1.
Provide set-up and tear down of all video and audio equipment along with knowledgeable personnel to operate any and all equipment for the purpose of recording City Council meetings and workshops, committee meetings, neighborhood meetings, and special events as they may be scheduled and requested by the City.


Council meetings are generally scheduled for every second and fourth Monday of the month starting at 7:00 p.m. and continue until adjourned.  Vendor will coordinate with the City representative to ensure availability at all required and scheduled events, including all City Council meetings according to this schedule, and/or as otherwise scheduled by the City. 

2.
Audio dubbing and video duplicating of City videos and other related services as requested.  

3.
The Vendor must respond to all City service needs and be available to respond to emergent meetings that have not been previously scheduled.

B.  Vendor Responsibility

1.  Schedule.   It is the responsibility of the Vendor to be aware of the City’s schedule, and to ensure it remains aware of any schedule times, dates, changes, additions, and deletions.  Should the Vendor appear at a cancelled event or fail to appear at a scheduled event, it shall be at the Vendor’s own expense and responsibility.

2.  Storage.  The Vendor is responsible for proper storage of all equipment, at the Vendor’s own risk.  The Vendor may utilize the City’s storage space, if available and offered by the City, but shall assume all risk, including risk of loss, theft, fire or other damage that may occur as a result of such storage.  The City is in no way liable or responsible for the storage or safekeeping of the equipment, even if it is stored on City property.

3. Quality.  The Vendor shall consistently provide a high level of quality and configuration throughout the term of the contract.  Should equipment and/or service quality fail to continue at the same quality, the City may require the Vendor to make suitable upgrades and/or changes to improve such quality.

C.  City Responsibility

The City is responsible to make a reasonable effort to notify the Vendor of any schedule changes and requirements.  The City shall not be held responsible if the Vendor fails to appear as required.

C.  BID SHEET:

	ITEM
	PRODUCT OR SERVICE DESCRIPTION
	PER        (hour, each, etc.)
	PRICE

	1
	Hourly rate for Video and Audio recording services.
	
	$

	2
	Supply of DVDs
	
	$

	3
	Service charge for Audio Dubbing (DVD included)
	
	$

	4
	Service charge for Video Duplication (DVD included)
	
	$

	5
	DVD Play merged with Recording
	
	$

	6
	Simultaneous recording of additional DVDs (no media included)
	
	$

	7
	Other (please describe)
	
	$

	
	
	
	

	
	
	
	


	PLEASE ANSWER THE QUESTIONS BELOW
	Yes    No

	Has your company operated at least one (1) year without interruption?  
	(      (

	Has an owner of your company been convicted of a crime within the past ten (10) years? 
	(      (

	Does any employee or official of the City have any financial or other interest in your firm?  
	(      (

	Does your company maintain insurance in amounts generally accepted by municipalities? (if no, this does not necessarily eliminate vendor from submittal):
	(      (

	   If no, describe differences:

	Are there any claims pending against this insurance policy?   
	(      (

	   If yes, please describe:

	Does your company maintain Professional Liability Insurance?
	(      (

	Has your company been in bankruptcy, reorganization or receivership in the last five (5) years?
	(      (

	Has your company been disqualified by any public agency from participation in public contracts (debarred?)  
	(      (

	LYNNWOOD BUSINESS LICENSE – to be obtained at award by the apparent successful vendor and at the vendor’s expense.  The successful vendor is responsible for compliance with Lynnwood business license requirements per LMC 5.06.01b, and 5.06.04b.  Vendors may call 425-670-5159 for business license information.                 


Company Name: _____________________________________________________________________

Mailing Address: _____________________________________________________________________

Office Phone: _____________________________Fax Number: _______________________________

Contact Name: _________________________________Title:_________________________________

Signature: _____________________________________Date submitted: ________________________

Payment Terms: ______________________________________________________________________

By signing above the signatory accepts the terms and conditions as set forth here.  This page must be signed and dated by the vendor’s representative who is legally authorized to contractually bind the vendor.
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