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* * * * * *NOTICE TO BIDDERS OUTSIDE OF NEW YORK STATE* * * * * * 
 
Out-of-State bidders are requested to submit a certificate verifying authority to do business in 
New York State. (Available from the Department of State, Albany) or a letter from the Office of 
the New York State Secretary of State exempting them from registering. This is not to be 
confused with the authority to collect Sales Tax in New York State. 
 
Failure to submit same will result in bid being rejected. (Please see Instructions to Bidders and 
General Requirements.) 
 

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * 
 
 
Bid award will be contingent upon funds being available. 
 
All bids submitted must be on each individual item for which a bid is requested.  No contingency 
or variance of the bid specifications will be considered or allowed in awarding the bid. 
 
 
IMPORTANT 
Bids not submitted on Clinton Community College bid forms will be rejected. 
 
It is the bidder's responsibility to read the attached INSTRUCTIONS TO BIDDERS, which 
outline bidding rules of Clinton Community College. 
 
Upon submission of bid, it is understood that the bidder has read, fully understands and will 
comply with said INSTRUCTIONS TO BIDDERS. 
 
Bidders must complete attached College forms which include Non-Collusion Bidding 
Certification, Information Sheet, Vendor Reference Sheet, Iranian Energy Sector Divestment and 
Authority to do business in New York State.  These forms must be properly executed and 
submitted with the bid. 
 

bid is posted http://www.clinton.edu/businessoffice/bids. aspx. 
 
 
 
 

 



Clinton Community College 
136 Clinton Point Drive, Plattsburgh, NY 12901   
Phone  (518) 562-4130 
Fax      (518) 562-4159 
 
 

NON-  
 

VENDOR NAME:________________________________________________________ 
 
BID NAME:____________________________________BID DATE:_______________ 
 

to respond to invitations to bid.  If your firm is not responding to this bid, please indicate 
the reason(s) by checking any appropriate item(s) below and returning this form to the 
Office of the Vice President for Administration/Business at the above address. 
 
We are not responding to this invitation for bid for the following reason(s): 
 
____ Items or materials requested not manufactured by us or not available to our  

company. 
 
____ Our items and/or materials do not meet specifications. 
 
____ Specifications not clearly understood or applicable (too vague, too rigid etc.). 
 
____ Quantities too small. 
 
____ Insufficient time allowed for preparation of bid. 
 
____ Incorrect address used. 
    Correct mailing address is:___________________________________________ 
 
             ___________________________________________ 
 
____ Our branch/division handles this type of bid. 
    Correct name and mailing address is:__________________________________ 
 
        __________________________________ 
____ Other reason(s); 
 
________________________________________________________________________ 
 
 

Clinton is a Member of the State University of New York System 
Equal Opportunity/Affirmative Action Employer 



 
 
 
ATTENTION OUT-OF-STATE BIDDERS 
 
 
No bid will be considered when opened unless accompanied by a certified copy of your 
Authority to do Business in New York State.  This is not to be confused with a sales tax 
certificate.  The Authority can be obtained by contacting: 

       New York State Department of State Division of Corporations 
          99 Washington  Ave. 
          One Commerce Plaza 
          Albany, NY 12231 
          (518) 473-2492 
          www.dos.ny.gov  
 If the Certificate does not accompany the bid, the bid is not valid. 
 
In the event you are of the opinion that you are not required to obtain the Authority To Do 
Business in New York State then you should complete the Statement Concerning 
Authority to do Business. 
 
You must also have the Non-Collusion Certificate completed and signed and if you are a 
corporation, you must have the Resolution completed and signed. 



Statement Concerning Authority to do Business
in the State of New York

A certificate of authority is required of out of state companies if the company has property, employees or
agents used in conducting its business activities within the state of New York.  Generally, business activities
are defined as having an office in the state, making sales or promotional calls within the state, delivering
products or merchandise and/or making service calls within the state.

Companies conducting mail order activities with New York customers are not considered doing business
within New York State if the company has no property, employees, agents and/or representatives in or,
traveling into the state. __________________________ is such a mail order company, and as such, is not
required to hold a Certificate of Authority.

Performance under the attached bid will not result in any action that would result in a requirement to obtain
a Certificate as all commerce will be conducted by mail.  It is the opinion of the legal counsel for this firm:
Name_____________________________

      Address___________________________
      Address___________________________
      Telephone_________________________

that this firm is not required to file an Authority to do Business in New York State as required by Section
1301 of the NYS Business Corporate Law.
===========================================================================

Individual Acknowledgment
_______________________________________
Signature

State of                                                           
County of                               ss.   
On this ________ day of ________________ two thousand and ___________________                         
before me, the subscriber, personally appeared  _________________________________
to me personally known and known to me to be the same person described in and who executed the within
Instrument, and    he acknowledged  to me that he executed the same.

________________________________________
                                                                         Notary Public

Corporate Acknowledgment

__________________________________________
Signature

State of
County of            ss.
On this ________ day of __________, two thousand and ___________________ before me personally
known, who, being by me duly sworn did depose and say that he resides in
___________________________ that    he is the ________________________
of ___________________________ the corporation described in, and which executed, the above
Instrument; that    he knows the seal of said corporation; that the seal affixed to said Instrument is such
corporate seal; that it was so affixed by order of the Board of Directors of said corporation; and that   he
signed his/her name thereto by like order.

                                __________________________________
                                                                               Notary Public



AUTHORITY TO DO BUSINESS IN NEW YORK STATE
A foreign corporation (non-New York State organized corporation) must submit with its bid an up-to-date certified copy of its
Authority To Do Business in New York State, which can be obtained from the Office of the New York State Secretary of State,or a

CHECK ONE:           This is to certify that I have read the above Special Notice relative to foreign and/or out-of-state corporations
and I am submitting a certified copy of the Authority To Do Business in the State of New York which is duly
authenticated having the official seal of the State of

         This is to certify this Special Notice does not apply to the firm/business/individual submitting the bid.  (Only 
New York State firms may check this box.)

NON-COLLUSION CERTIFICATE
I.  The undersigned hereby certifies:
    (a)  This quote, bid, or proposal has been independently arrived at without collusion with any other vendor, bidder or with any
competitor or potential competitor.
     (b)  This quote, bid, or proposal has not been knowingly disclosed and will not be knowingly disclosed, prior to the date of quotes,
bids, or proposals for this project, to any other vendor, bidder, competitor or potential competitor.
     (c)  No attempt has been, or will be made to induce any other person, partnership, or corporation to submit a quote, bid, or
proposal.
     (d)  That there is no conflict of interest.
     (e)  The person signing this quote, bid, or proposal certifies that he/she has fully informed himself/herself regarding the accuracy of
the statements contained in this certification, and under the penalties of perjury, affirms the truth thereof, such penalties being
applicable to the bidder as well as the person signing on their behalf.
     (f)  The undersigned hereby certifies that (he), (she), (it) is familiar with the Code of Ethics and Standards of Conduct of Clinton
Community College in effect at the time of the submission of this quote, bid, or proposal and states that (he), (she), (it) is not aware of
any violation thereof by the submission of this quote, bid, or proposal.  A copy of said Code of Ethics and Standards of Conduct of
Clinton Community College is available for review at the Office of the Controller.

THIS SIGNATURE CERTIFIES THAT I HAVE READ INSTRUCTIONS TO BIDDERS AND GENERAL REQUIREMENTS OF
THE CONTRACT AND THE GENERAL CONDITIONS; THAT I WILL ATTACH CERTIFICATION AUTHORITY TO DO
BUSINESS IN NEW YORK STATE, IF NOT A NEW YORK STATE FIRM; THAT THE BIDDER HEREBY AGREES TO THE
PROVISIONS OF SECTION 139-a, AND 139-b OF THE NEW YORK STATE FINANCE LAW (WAIVER OF IMMUNITY
CLAUSE); THAT THE BIDDER CERTIFIES THE FIRM IS AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION
EMPLOYER; AND FURTHER, THE BIDDER CERTIFIES ITEMS  (a) - (e) OF THE NON-COLLUSION CERTIFICATE.

DATE:                                                              SIGNED:                                                                                                                              

 FIRM:____________________________________________________________________________________________________
----------------------------------------------------------------------------------------------------------------------------------------------------------------
RESOLUTION                         (FOR CORPORATE BIDDERS ONLY)

RESOLVED THAT                                                                                 be authorized to sign and submit the bid or proposal of this
corporation for the following project:
________________________________________________________________________________________________________
and to include in such bid or proposal, the certificate as to non-collusion required by Section 139-d of the State Finance Law 2604 of
the Public Authorities Law as the act and deed of such corporation, and for any inaccuracies or misstatements in such certificates this
corporate bidder shall be liable under the penalties of perjury.

* * * * * * * * * * * * * * * * * * * * * * * * * *
The foregoing is a true and correct copy of the resolution adopted by                                                                                                      
Corporation, at a meeting of its Board of Directors, held on                                        day of                      , 20          .

(Seal of the Corporation)

Revised 1/21/00  & TITLE OF OFFICER OF THE CORPORATION



Information Sheet

Name of Bidder:__________________________________________________________

Address:________________________________________________________________

Type of Entity:      Corp.___________ Partnership__________ Individual_________

Type of Corporation:____________________

If a non-publicly owned Corporation:

Name of Corporation:______________________________________________________
List Principal Stockholders (holding over 5% of outstanding shares)

List Officers

List Directors

Date of Organization:______________________________________________________

If a partnership:

Partners:________________________________________________________________

Name of Partnership:______________________________________________________

Date of Organization:______________________________________________________

If business is conducted under an assumed name, a copy of the certificate required
to be filed under the New York General Business Law must be attached.



  Iranian Energy Sec  
 
Pursuant to State Finance Law §165-a, the Commissioner of General Services is required to 
develop a list of persons it determines engage in investment activities in Iran, which is defined as 
provision of goods, services or credit of $20,000,000 or more, relating to the energy sector. 
 
General Municipal Law §103-g(4) states as follows: 
 

Every bid or proposal hereafter made to a political subdivision of the state or any public 
department, agency or official thereof where competitive bidding is required by statute, 
rule, regulation or local law, for work or service performed or to be performed or goods 
sold or to be sold, shall contain the following statement subscribed by the bidder and 
affirmed by such bidder as true under penalties of perjury. 

 
The below signed bidder affirms the following as true under penalties of perjury: 
 

a. By submission of this bid, the bidder identified herein and each person signing 
on behalf of the bidder certifies, and in the case of a joint bid each party thereto 
certifies as to its own organization, under penalty of perjury, that to the best of its 
knowledge and behalf that this bidder is not on the list created pursuant to 
paragraph (b) of subdivision 3 of Section 165-  

 
 

Corporate or Company Name 
 

_____________________________ 
 
 

By: _____________________________ 
     Signature 

 
_____________________________ 

         Title 
 
Sworn to before me this 
 
             day of                          , 20 _____ 
 
 
_________________________________ 
Notary Public 
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CLINTON COMMUNITY COLLEGE 
Plattsburgh, NY 12901 

 
INSTRUCTION AND GENERAL CONDITIONS 

 
1. Sealed proposals for the furnishing, delivery, and installation where called for of services,  
materials, equipment and/or supplies, as required by the Board of Trustees, and as set forth in the following 
specifications prepared under the direction of said Board of Trustees, will be opened in the Office of the 
Vice President for Administration and Finance on the day and hour stated in Page One of the cover letter. 
 
2. The person, firm or corporation making such proposal shall submit it in a sealed envelope to the  
Office of the Vice President for Administration and Finance or his/her duly designated representative at the 
place herein mentioned on or before the hour and day stated in Page One of the cover letter, and the 
envelope shall be endorsed on the face thereof with the name of the person firm or corporation making such 
proposal, the date of its presentation and the title of the services, materials, equipment and/or supplies for 
which such proposal is made. 
 
3. The bidder shall insert the price per stated unit and the extension against each item in the  
schedules hereto annexed which he proposes to furnish, deliver and install (where called for).  In the event 
of a discrepancy between the unit price and the extension, the unit price will govern.  All prices quoted 

may be rejected.  The price inserted must include delivery charge.  Computations must be made of the total 
amount of the bid for all items bid upon and the total shall be stated in the space provided at the end of the 
schedule. 
 
4. Purchases by the State of New York are not subject to any sales or federal excise taxes.  The price  
bid shall be net and shall not include the amount of any such tax.  Exemption certificates will be furnished 
upon request.  New York State is also exempt from the Transportation Tax and no exemption certificates 
are required for this tax.  There is not exemption, however, for Social Security, Unemployment Insurance 
and like taxes. 
 
5. No charge will be allowed for cases, boxes, carboys, bottles, etc., nor for freight expenses,  
expressage, or cartage.  No empty packages, cases, boxes, carboys, bottles, etc. will be returned to the 
bidder or contractor and will not be paid for by the College.  Such empty cases, boxes etc. may be removed 
by bidders or contractors at their own expense providing they notify the College of their intent to remove 
the empty cases, boxes, etc. in advance of the delivery date. 
 
6. Prices shall be net, including transportation and delivery charges fully prepaid by the successful  
bidder to destination indicated in the proposal. 
 
7. All bids received after the time stated for the opening in the Notice to Bidders may not be  
considered and will be returned unopened to the bidder.  The bidder assumes the risk of any delay in the 
mail or in the handling of the mail by employees of the College.  Whether sent by mail or by means of 
personal delivery, the bidder assumes responsibility for having his/her bid deposited on time at the place 
specified. 
 
8. The submission of a bid will be construed to mean the bidder is fully informed as to the extent and  
character of the supplies, material, or equipment required and a representation that the bidder can furnish 
the supplies, materials, or equipment satisfactorily in complete compliance with the specifications. 
 
9. If two or more bidders submit identical bids as to price, the decision of the Board of Trustees to  
award a contract to one of such identical bidders shall be final. (General Municipal Law, Sec. 103, sub 1) 
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10. Any Addenda sent to the contractor(s) shall be binding and take precedence over the original part 
 of the specifications to which they refer.  Interpretations and clarifications of all parts of the specifications 
may be had at the Office of the Vice President for Administration and Finance on or before the date of the 
opening of the bids.  After the opening of the bids all interpretations and meanings of the specifications will 
be made by the Board of Trustees.  Failure of any bidder to receive any Addenda shall not relieve such 
bidder from any obligation under this bid as submitted.  All Addenda so issued shall become a part of the 
Contract Documents. 
 
11. Where items or articles of equipment or supplies are designated as manufactured by a specific  
manufacturer, it is to be understood that the articles as specified represent an accepted standard.  Where 
certain brands of materials, apparatus, or equipment are specified, such goods have been selected in order 
to establish a standard for the particular service required, but it is not the intention to limit competition 
thereby.  Where reference is made to a particular make and catalogue without a complete description of 
what is required, the item/catalogue may be examined at the Office of the Vice President for 
Administration and Finance where such catalogues are available.  If the bidder proposes to furnish the 
article which is specified, he/she is to fill in the amount on the line indicated.  If the bidder desires to bid on 
a substitute for the article specified, which is claimed to be equivalent to the standard specified, the amount 

 
information relating to the manufacturer.  Where substitute bids are quoted on items, when stated in the 

where the bid is based upon a substitute article, the bidder may be asked to submit a sample.  Samples will 
be returned, upon request, as soon as award is made.  
 
12. Samples, when required, must be submitted strictly in accordance with instructions, otherwise, bid  
may not be considered.  If samples are requested subsequent to bid opening, they shall be delivered within 
ten (10) days of the request, or as directed, for bid to have consideration.  Samples must be furnished free 
of charge and must be accompanied by descriptive memorandum invoices indicating if the bidder desires 
their return and specifying the address to which they are to be returned provided they have not been used or 
made useless by test.  Award samples may be held for comparison with deliveries.  The College will not be 
responsible for any samples destroyed or mutilated by examination or testing.  Samples shall be removed 
by the bidder at his/her expense.  Samples not removed within fifteen (15) days after the bid award will be 
regarded as abandoned and the College shall have the right to dispose of them as its own property. 
 
13. All window envelopes/mailers must conform to the current U.S. Postal regulations.  It is the  
responsibility of the supplier to be familiar with and to adhere to these regulations. 
 
14. Insurance Requirements: 
In contracts/purchase orders involving the installation of any material and/or equipment, the successful 
bidder shall take out and maintain, at his/her own expense, until the accepted completion of the work; and 
in a form acceptable to the College, the following insurance for an inclusive limit of: 

I. Commercial General Liability: including products and completed operations coverage:  
$1,000,000 each occurrence/$2,000,000 aggregate  Bodily injury, personal injury and property 
damage 
II. Automobile Liability: (including owned, non-owned and/or hired units); $1,000,000 bodily 
injury and property damage 
III. Workers Compensation and Employers Liability: as required by New York State 
IV. Disability Benefits Insurance: as required by New York State 

The Contractor shall name CLINTON COMMUNITY COLLEGE as additional insured on the General 
Liability, Product Liability insurance and a Certificate of all coverage will be delivered to the:  Office of 
the Vice President for Administration and Finance, 136 Clinton Point Drive, Plattsburgh, NY 12901 
The Certificate of Insurance must include a clause that states thirty (30) days prior notice be given the 
College in the event that the Contractor fails to maintain and keep in force the above insurance.  In the 
event of such cancellation, the College shall have the right to cancel and terminate the established  contract 
forthwith and without notice.  The required insurance policies must be written by an insurance company 
that is authorized and approved by the New York State Superintendent of Insurance. 
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15. Faxed bids will not be accepted. 
 
16. The College reserves the right to purchase items included in these specifications on New York 

State Contracts, when available. 
 

 
AWARD 

 
17. The Board of Trustees reserves the right to accept this bid by item or as a whole; or in its  
discretion, reject all bids and re-advertise in the manner provided by Section 103 of the General Municipal 
Law. 
 
18. The Board of Trustees reserves the right to reject any and all bids and to waive any informality in  
any bid. 
 
19. Awards will be on the basis of a Best Value Award, as authorized in section 103 of the General  
Municipal Law and as defined in section one hundred sixty-three of the state finance law. The awarded 
bidder will be responsible, as will best promote public interest, taking into consideration the reliability of 
the bidder, the quality of the materials, equipment, or supplies to be furnished, their conformity with the 
specifications, the purposes for which required, and the terms of the delivery. 
 
20. No contract thereunder shall, either in whole or in part, be assigned, transferred, conveyed, sublet,  
or otherwise disposed of to any other person, company, or corporation unless approval is first obtained in 
writing from the College. 
 
21. Should the successful bidder fail to meet a delivery date required by the specifications, the College  
may, at their discretion, cancel the order and terminate the contract.  In such event, the College will assume 
no responsibility for any expense or loss to the successful bidder because of such cancellation or 
termination. 
 
22. -performance or poor  
performance of contract on ten (10) calendar days written notice to the successful bidder. 
 
23. Payments cannot be processed by the College until contract items have been delivered in  
satisfactory condition and a properly completed invoice has been submitted to the purchasing department. 
 
24. If a successful vendor exhibits a history of back orders or delayed deliveries, the Board of Trustees 
reserves the right to rescind their award and to disqualify them from future bidding. 
 
25. Title shall not pass until items have been delivered to the College and accepted by the requesting  
Department. 
 
26. Executory Clause:  It is understood by the parties that this agreement shall be executory only to  
the extent of the monies available by the State to the College and appropriated therefore, and no liability on 
account thereof shall be incurred by the State or the College beyond monies available for the purpose stated 
in the Contract. 
 
27. The College reserves the right to extend the term of this contract for any length of time up to sixty  
(60) days beyond the time herein specified as the expiration date of this contract at identical terms and 
conditions.  Written notice will be given to the contractor. 
 
28. The College reserves the right to cancel this contract on thirty (30) days written notice to the 

Contractor(s). 
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DELIVERY 

 
29. Delivery must be made in accordance with the instruction to bidders and specifications.  If  
delivery instructions do not appear on order, it will be interpreted to mean prompt delivery.  The decision 
of the Vice President for Administration and Finance as to reasonable compliance with delivery terms shall 
be final. 
 
30. Items shall be securely and properly packaged for shipment, storage and stocking in shipping  
containers and according to acceptable commercial practice, without extra charge for packing cases, baling 
or sacks. 
 
31. Delivery will be required to be made to the receiving platform of Clinton Community College,  
136 Clinton Point Drive, Plattsburgh, New York 12901, unless the schedules or purchase order issued to 
the successful bidder thereon indicates otherwise.  Where the schedules or purchase order provides for 
direct delivery to the College, the weight, count, measure, etc. will be determined at the points of delivery 
in every instance.  No help for unloading will be provided by the College.  Suppliers should notify their 
truckers accordingly.  Deliveries shall be made between the hours of 9:00 a.m. and 4:00 p.m., Monday thru 
Friday, when the College is open.  All materials and supplies must be securely packaged in uniform 
containers, adequately marked as to contents and delivered without damage or breakage in such units 
specified in schedules.  In the event that the items are delivered in a damaged condition, the supplier or 
delivery agent will be responsible to file a claim to recover the costs of the damaged goods.  The successful 
bidder will be required to furnish proof of delivery in every instance. 
 
32. The successful bidder shall file with the carrier all claims for breakage, imperfections, and other  
losses, which will be deducted from invoices.  The Purchasing Department will note for the benefit of 
successful bidder when packages are not received in good condition.  Carton shall be labeled with purchase 

with this condition shall be considered sufficient reason for refusal to accept the goods. 
 
33. No items are to be shipped or delivered until receipt of an official purchase order from the College  
purchasing department. 
 

 
INSTALLATION OF EQUIPMENT 

 
34. The Bidder or Contractor shall furnish, deliver, and install completely, unless otherwise noted,  
material and equipment described in specifications with all appurtenances, parts or accessories not 
specifically mentioned in the articles described but necessary to render the equipment complete and ready 
for operation.  All these parts and/or accessories shall be included in the bid price. 
 
35. The successful bidder shall clean up and remove all debris and rubbish resulting from his/her work 
from time to time as required or directed.  Upon completion of the work, the premises shall be left in a neat, 
unobstructed condition, and the buildings broom cleaned, and everything in perfect repair and order. 
 
36. Equipment, supplies, and materials shall be stored at the site only on the approval of the Office of 
the Vice President for Administration and Finance -
site storage should be avoided to prevent possible damage or loss of the material. 
 
37. Work shall be progressed so as to cause the least inconvenience to the College and with proper 
consideration for the rights of other successful bidders or workmen.  The successful bidder shall keep in 
touch with the entire operation and install his/her work promptly. 
 
38. Bidders shall acquaint themselves with conditions to be found at the site and shall assume all  
responsibility for placing and installing the equipment in the locations required. 
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GUARANTEES BY THE SUCCESSFUL BIDDER 
 

39. The successful bidder guarantees: 
a) His/Her products against defective material or workmanship and to repair or replace any  

damages or marring occasioned in transit. 
b) To furnish adequate protection from damage for all work and repair damages of any kind  

for which the bidder or his/her workmen are responsible, to the building or equipment, to his/her own work, 
or to the work of other successful bidders. 

c) To carry adequate insurance to protect the College from loss in case of accident, fire,  
theft, etc. 

d) That all deliveries will be equal to the accepted bid sample. 
e) That the equipment delivered is standard, new, latest model or regular stock product or as  

required by the specifications; also that no attachment or part has been substituted or applied contrary to 
manufacturer's recommendations and standard practice.  Every unit delivered must be guaranteed against 
faulty material and workmanship for a period of at least one year from date of delivery.  If during this 
period such faults develop, the successful bidder agrees to replace the unit or the part affected without cost 
to the College.  Any merchandise provided under the contract which is or becomes defective during the 
guarantee-period shall be replaced by the successful bidder free of charge with the specific understanding 
that all replacements shall carry the same guarantee as the original equipment.  The successful bidder shall 
make any such replacement immediately upon receiving notice from the College. 
 

 
SAVING CLAUSE 

 
40. The successful bidder shall not be held responsible for any losses resulting if the fulfillment of the  
terms of the contract shall be delayed or prevented by wars, acts of public enemies, strikes, fires, floods, 
acts of God, or for any other acts not within the control of the successful bidder and which by the exercise 
of reasonable diligence, he/she is unable to prevent. 
 
 

GOVERNING LAWS & RULES 
 

41. Section 167b of the State Finance Law prohibits the purchase of tropical hardwoods products.  
Any bid which includes products containing tropical hardwoods shall be deemed non-responsive.  
Exceptions shall be from an approved source or sole source where no approved equal is available.  Section 
167b shall apply. 
 
42. The contractor shall comply with all provisions of the laws of the County of Clinton, the State of  
New York, and of the United States of America which affect municipalities and municipal contracts, and 

Law, Personal Property Law, State Unemployment Insurance Law, Federal Social Security Law, State, 
Local and Municipal Health Law, Rules and Regulations, and any and all regulations promulgated by the 
State of New York and of amendments and additions thereto, insofar as the same shall be applicable to any 
contract awarded thereunder with the same force and effect as if set forth 
special attention is called to those laws which are set forth below. 
 
43. Section 103-d of the General Municipal Law of the State of New York which reads as follows: 

 Every bid or proposal hereafter made to a political subdivision of the state or 
any public department, agency, or official thereof where competitive bidding is required 
by statute, rule, regulation or local law, for work or services performed or to be 
performed or goods sold or to be sold, shall contain the following statement subscribed 
by the bidder and affirmed by such bidder as true under the penalties of perjury; Non-
collusive bidding certification. 
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(a) By submission of this bid, each bidder and each person signing on behalf of any 
bidder certifies, and in the case of a joint bid each party thereto certifies as to its 
own organization, under penalty of perjury that to the best of knowledge and 
belief; 

(1) The prices in this bid have been arrived at independently, 
without collusion with any other vendor, bidder, or with any 
competitor or potential competitor; 

(2) Unless otherwise required by law, the prices which have been 
quoted in this bid have not been knowingly disclosed by the 
bidder and will not knowingly be disclosed by the bidder prior 
to opening, directly or indirectly, to any other bidder or to any 
competitor, and 

(3) No attempt has been made or will be made by the bidder to 
induce any other person, partnership, or corporation to submit 
or not to submit a bid for the purpose of restricting 
competition. 

(b) A Bid shall not be considered for award nor shall any award be made where 
(a)(1)(2) and (3) above have not been complied with; provided however, that if 
in any case the bidder cannot make the foregoing certification, the bidder shall 
so state and shall furnish with the bid a signed statement which sets forth in 
detail the reasons therefor.  Where (a)(1)(2) and (3) above have not been 
complied with, the bid shall not be considered for award not shall any award be 
made unless the head of the purchasing unit of the political subdivision, public 
department, agency, or official thereof which the bid is made, or his/her 
designee, determines that such disclosure was not made for the purpose of 
restricting competition. 

2. Any bid hereafter made to any political subdivision of the State or any public department, 
agency or official thereof by a corporate bidder for work or services performed or to be 
performed or goods sold or to be sold, where competitive bidding is required by statute, 
rule, regulation, or local law, and where such bid contains the certification referred to in 
subdivision one of this section, shall be deemed to have been authorized by the Board of 
Trustees of the bidder, and such authorization shall be deemed to include the signing and 
submission of the bid and the inclusion therein of the certificate as to non-collusion as the 

 
 
44. All vendors must comply with provisions of the Toxic Waste Right To Know Law and provide the  
College with any and all information as required by law.  All regularly manufactured stock electrical items 

 
 
45. Bids on equipment must be on standard new equipment of latest model and in current production,  
unless otherwise specified.  All supplies, equipment, vehicles and materials must meet the provisions of the 
New York State Public Employee Safety and Health Act of 1980. 
 
46. The Non-Collusion Bidding Certification form following the Proposal form in the bid packet must  
be executed by the bidder and submitted with the proposal. 
 
47. Bidders must complete attached Clinton Community College forms which include Information  
Sheet and Vendor Reference Sheet.  These forms must be submitted with the proposal. 
 
48. Any persons employed by the bidder or contractor (or any subcontractor) shall be paid at a rate not  
less than the prevailing wage established by the New York state Department of Labor for the  
appropriate trade(s) for the period of time involved. 
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ANTI-DISCRIMINATION CLAUSE 
 
49. During the performance of this contract, the contractor agrees as follows: 

(a) The contractor will not discriminate against any employee or applicant for employment  
because of race, creed, color, or national origin, and will take affirmative action to ensure that they are 
afforded equal employment opportunities without discrimination because of race, creed, color, or national 
origin.  Such action shall be taken with reference, but not limited to, recruitment, employment, job-
assignment, promotion, upgrading, demotion, transfer, layoff, or termination, rates of pay or other forms of 
compensation, and selection for training or re-training including apprenticeship and on-the-job training. 

(b) The contractor will send to each labor union or representative of workers which he/she  
has or is bound, be it a collective bargaining or other agreement of understanding, a notice, to be provided 

non-
was directed to do so by the contracting agency as part of the bid or negotiation of this contract, the 
contractor shall request such labor union or representative to furnish him/her with a written statement that 
such labor union or representative will not discriminate because of race, creed, color or national origin, and 
that such labor union or representative either will affirmatively cooperate, within the limits of its legal and 
contractual authority, in the implementation of the policy and provision of these non-discrimination clauses 
or that it consents and agrees that recruitment, employment, and the terms and conditions of employment 
under this contract shall be in accordance with the purposes and provisions of these non-discrimination 
clauses.  If such labor union or representative fails or refuses to comply with such a request that it furnish 
such a statement, the contractor shall promptly notify the State Commission for Human Rights of such 
failure or refusal. 

(c) The contractor will post and keep posted in a conspicuous place, available to employees  
and applicants for employment, notices to be provided by the State Commission for Human Rights, setting 
forth the substance of the provisions of clauses (a) 
discrimination as the State Commission of Human Rights shall determine. 

(d) The contractor will state, in all solicitations or advertisements for employees placed by,  
or on behalf of the contractor, that all qualified applicants will be afforded equal employment opportunities 
without discrimination because of race, creed, color or national origin. 

(e) The Contractors will comply with the provisions of Sections 291-299 of the Executive  
Law and the Civil Rights Law. Contractors will furnish all information and reports deemed necessary by 
the State Commission for Human Rights under these non-discrimination clauses and such sections of the 
Executive Law, and will permit access to his/her books, records, and accounts by the State Commission for 
Human Rights, the Attorney General and/or Industrial Commissioner for purposes of investigation to 
ascertain compliance with these non-discrimination clauses and such sections of the Executive Law and 
Civil Rights Law. 
 (f) This contract may be forthwith canceled, terminated or suspended, in whole or in part by 
the College upon the basis of a finding made by the State Commission for Human Rights that the contractor 
has not complied with these non-discrimination clauses.  Such findings shall be made by the State 
Commission for Human Rights and conciliation efforts by the Commission have failed to achieve 
compliance with these non-discrimination clauses and after a verified complaint has be filed with the 
Commission, notice thereof has been given to the Contractor and the opportunity has been afforded him to 
be heard publicly before three members of the Commission.  Such sanctions may be imposed and remedies 
otherwise provided by law. 

(g) The Contractor will include the provisions of clauses (a) through (f) in every subcontract 
or purchase order in such a manner that such provisions will be binding upon each subcontractor or vendor 
as to operations to be performed within the State of New York.  The Contractor will take such action in 
enforcing such provisions of such subcontractor or purchase order as the contracting agency may direct, 
including sanctions or remedies for non-compliance.  If the contractor becomes involved in or is threatened 
with litigation with a subcontractor or vendor as a result of such direction by the contracting agency, the 
Contractor shall promptly so notify the Attorney General, requesting him/her to intervene and protect the 
interests of the State of New York. 
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WAIVER OF IMMUNITY CLAUSES 

 
50. Contractor hereby agrees to the provisions of Section 138-a and 139-b of the New York State 
Finance Law, which requires that upon the refusal of a person, when called before a grand jury to testify 
concerning any transaction or contract had with the state, any political subdivision thereof, a public 
authority or with any public department, agency or official of the State or of any political subdivision 
thereof, or any public authority, to sign a waiver of immunity against subsequent criminal prosecution or to 
answer any relevant question concerning such transaction or contract. 
 (a) Such person, and any firm, partnership or corporation of which he/she is a member, 
partner, director, or officer shall be disqualified from thereafter selling to or submitting bids in or receiving 
awards from or entering into any contracts with New York State or any public department, agency, or 
official thereof for goods, work, or services for a period of five (5) years after such refusal, and 
 (b) Any and all contracts made with the State of New York or any public department, 
agency, or official thereof, since the effective date of this law, by such person, and by any firm, partnership, 
or corporation of which he is a member, partner, director, or officer may be canceled or terminated by New 
York state without incurring any penalty or damages on account of such cancellation or termination, but 
any monies owing by the State of New York for goods delivered or work done prior to the cancellation or 
termination. 
 
 

QUALIFICATIONS OF BIDDERS 
 

51.   The College reserves the right to make such investigation as it may deem necessary or advisable to 

data and information pertinent thereto.  The College reserves the right to reject bid if such investigation 
fails to satisfy the College that the bidder is fully qualified to do the work.  Financial instability of a bidder 
may be cause for non-award. 
 
52. Conditional bids will be considered informal and will be rejected. 
 
53. The College reserves the absolute right to require that a successful bidder, within a reasonable 
time after the award of said bid and before the performance date under the terms of the contract, provide a 
performance bond in a form and in a reasonable amount satisfactory to the College to insure that the 
successful bidder provides the services, materials, equipment, or supplies in accordance with the terms and 
specifications stated in the bid proposal. 



CLINTON COMMUNITY COLLEGE 
Plattsburgh, New York 12901 

PRINTING – October 20, 2021 

NAME OF 
BIDDER:_____________________________________________________________________ 

ADDRESS OF 
BIDDER:__________________________________________________________________ 

ITEM QUANTITY DESCRIPTION 
PROVIDED 
BY BIDDER 

UNIT 
PRICE 

TOTAL 
PRICE 

1 2,000 sheets Letterhead Option 1 
Clinton Community College 

Paper: 
20# Atlas Bond or equivalent 

Sample must be included with bid. 
Color: Bright White 

Size: 8½” x 11” 
Ink: One PMS color, to be specified at time of 

printing 
Print: One side only, no bleed Package: 500 sheets 

per ream/box PDF will be provided to successful 
bidder. 

College can provide a sample at request of 
vendor. 

Bids should be for yearly price. 

$ $ 

2 1,000 sheets Letterhead Option 2 
Same as Letterhead Option 1 above except for 

change in quantity. 

$ $ 

3 2,000 sheets Letterhead Option 3 
Clinton Community College 

Paper: 
20# Atlas Bond or equivalent 

Sample must be included with bid. 
Color: Bright White 

Size: 8½” x 11” 
Ink: Full color, to be specified at time of printing 

Print: One side only, no bleed Package: 500 sheets 
per ream/box PDF will be provided to successful 

bidder. 
College can provide a sample at request of 

vendor. 
Bids should be for yearly price. 

$ $ 



ITEM QUANTITY DESCRIPTION 
PROVIDED 
BY BIDDER 

UNIT 
PRICE 

TOTAL 
PRICE 

4 1,000 sheets Letterhead Option 4 
Same as Letterhead Option 3 above except for 

change in quantity. 

$ $ 

5 1,000 5”W x 8.5”H Notepads 

Stock: 20lb multi-purpose paper recycled content 
ok, Brightness level 84 or above, White 

Size: 5”W x 8.5”H, approx. 50 sheets per pad with 
cardboard backing, glue on top edge. 

Ink: One PMS color to be specified at time of 
printing,  no bleed 

Copy: In PDF format, according to 
printer’s specifications or using InDesign 

Proof: Required 
Delivery: Within eight (8) business days after 

receipt of copy. 
Bids should be for yearly price. 

$ $ 

6 1,000 Spring 2022  
Commencement Programs 

Size: 8 ½” x 11” folded to finished size 
of 8 ½” x 5 ½” Wide 

(12 pages includes cover) 
Stock: Cover: 65lb Hammermill Via – or 

equivalent, color to be decided at time of printing 
Inside: 70lb Hammermill Text or equivalent, color 

to be decided 
at time of printing 

Ink: One PMS color to be specified at time of 
printing,  No bleed 

Copy: In PDF format, according to 
printer’s specifications or using InDesign 

Proof: required 
Delivery: 

Spring: Copy to printer no later than noon 
Monday, May 9, 2022. Must be delivered to CCC 
no later than 1:00 P.M. on Friday, May 13, 2022. 

Bids should be for yearly price. 

$ $ 



ITEM QUANTITY DESCRIPTION 
PROVIDED 
BY BIDDER 

UNIT 
PRICE 

TOTAL 
PRICE 

7 2,000 #9½ Catalog Envelopes 
Option 1 

Clinton Community College 

Please submit price per order of 2000. There may 
be multiple orders during the year. 
Size: 9” x 12”, Packaged 500/box 

Ink Color: One PMS to be specified at time of 
printing,  no bleed 

Color: Sub. 28 white 
Side Open for Catalogs 

PDF will be provided to awarded bidder. Sample 
must be included with bid. College can provide a 

sample at the request of vendor. 
Bids should be for yearly price. 

$ $ 

8 1000 #9½ Catalog Envelopes 
Option 2 

Same as #9½ Catalog Envelopes 
Option 1 

above except for change in quantity, Packaged 
500/box 

$ $ 

9 5,000 #10 Envelopes 

Clinton Community College 
Envelope Color: White 

Ink Color: Black 
Package: 500 Envelopes/box 

PDF will be provided to awarded bidder. Sample 
must be included with bid. College can provide a 

sample at the 
request of vendor. 

Bids should be for yearly price. 

$ $ 

10 500 4¼” x 5½” Note card 

Size: 8½” x 5½” folds to 4¼” x 5½” 
Scored for folding, boxed flat. 

Stock: 70# recycled Via Pure White (Hammermill) 
or equivalent 

Ink: One PMS to be specified at time of printing,  
no bleed 

Copy: PDF format, according to 
printer’s specifications or using InDesign 

Proof: Required 

Delivery: Within eight (8) business days after 
receipt of final proof 

Bids should be for yearly price. 

$ $ 



ITEM QUANTITY DESCRIPTION 
PROVIDED 
BY BIDDER 

UNIT 
PRICE 

TOTAL 
PRICE 

11 500 4 3/8” x 5 ¾” Envelopes 

To match 4¼” x 5½” Note cards above. 

Stock: 70# recycled Via Pure White (Hammermill) 
or equivalent 

Ink: One PMS to be specified at time of printing,  
no bleed 

Style: Announcement envelope (half flap). Address 
printed on back flap. 

Copy: PDF format, according to 
printer’s specifications or using InDesign 

Proof: Required 
Delivery: Within eight (8) business days after 

receipt of final proof 
Bids should be for yearly price. 

$ $ 

12 2,000 Academic Program Guide 
Option 1 

Pages: 32-page, quarter-fold magazine to include 
cover 

Finished Size: 8.25” W x 10.75” H Stock: Cover – 
50 lb white offset Inside – white lightweight offset 

newsprint or similar 
Bindery: Saddlestitch 

Ink: Cover – Full process color (CMYK), Inside – 
Black 

Proof: Electronic 
Copy: PDF format, according to 

printer’s specifications or using InDesign 
Delivery: within eight (8) business days after 

receipt of final proof. 
Note: Bids should be priced separately for Options 
1, 2, and 3. Number of schedules: 1 to 2 per year  

Bids should be for yearly price. 

$ $ 

13 2,000 Academic Program Guide 
Option 2 

Same as above except Pages: 28-to include cover 
14 1,000 Bookmark 

Option 1 
Stock: 80# Matt Cover or equivalent 

Color: White 
Finished Size: 2½” x 9” 

Ink: Full process color, full bleed 
Printing: Two sides 

Copy: PDF format, according to printer’s 
specifications or 
 using InDesign 
Proof: Required 

Delivery: Eight (8) business days after receipt of 
final proof. 

Bids should be for yearly price. 

$ $ 



 
ITEM 

 
QUANTITY 

 
DESCRIPTION 

PROVIDED 
BY BIDDER 

UNIT 
PRICE 

TOTAL 
PRICE 

15 500 Bookmark 
Option 2 

Same as Bookmark option 1 above, 
except for change in quantity. 

 $ $ 

16 2,000 6”W x 4”H” Postcards 
Option 1 

Stock: 13 pt cardstock or equivalent 
Color: White 

Finished Size: 6” W x 4”H 
Printing: Full process color on side one– full bleed 

Black ink on side two – no bleeds 
Copy to Printer: PDF format according to printer’s 

specifications or using InDesign 
Proof: Required 

Delivery: eight (8) business days after receipt of 
final proof 

Bid should be for yearly price. 

 $ $ 

17 500 6”W x 4”H” Postcards 
Option 2 

Same as Option 1 6”W x 4”H Postcards 
above except for change in quantity. 

 $ $ 

18 1,000 6”W x 4”H Postcards 
Option 3 

Same as Option 1   6”W x 4”H 
Postcards above except for change in quantity. 

 $ $ 

19 100 6”W x 4”H Postcards 
Option 4 

Same as Option 1   6”W x 4”H 
Postcards above except for change in quantity. 

 $ $ 

20 3,000 7”W x 5”H Postcards 
Option 1 

Stock: 13pt cardstock or equivalent 
Color: White 

Finished Size: 7”W x 5”H 
Printing: Full process color on side one 

– full bleed 
Black ink on side two – no bleeds 

Copy to Printer: PDF format according to printer’s 
specifications or using InDesign 

Proof: Required 
Delivery: eight (8) business days after receipt of 

final proof 
Bids should be for yearly price. 

 $ $ 

21 2,000 7”W x 5”H Postcards 
Option 2 

Same as Option 1 7”W x 5”H Postcards 
above except for change in quantity. 

 $ $ 



 
ITEM 

 
QUANTITY 

 
DESCRIPTION 

PROVIDED 
BY BIDDER 

UNIT 
PRICE 

TOTAL 
PRICE 

22 1,000 7”W x 5”H Postcards 
Option 3 

Same as Option 1 7”W x 5”H Postcards 
above except for change in quantity. 

 $ $ 

23 500 7”W x 5”H Postcards 
Option 4 

Same as Option 1 7”W x 5”H Postcards 
above except for change in quantity. 

 $ $ 

24  
250 

7”W x 5”H Postcards 
Option 5 

Same as Option 1 7”W x 5”H Postcards 
above except for change in quantity. 

  
$ 

 
$ 

25 100 7”W x 5”H Postcards 
Option 6 

Same as Option 1 7”W x 5”H Postcards 
above except for change in quantity. 

 $ $ 

26 500 Business Cards 
Option 1 

Stock: Deluxe White Cover 
Ink: Full process color, no bleeds, single side. 

Size: 2”H x 3½” W Copy: PDF format Delivery: 10 
days 

There may be one (1) to thirty (30) sets printed per 
year. 

Bids should be for yearly price. 

 $ $ 

27 250 Business Cards 
Option 2 

Same as Option 1 Business Cards above 
except for change in quantity. 

 $ $ 

28 500 Business Cards 
Option 3 

Stock: Deluxe White Cover 
Ink: Full process color, no bleeds, two sides. 

Size: 2”H x 3½” W 
Copy: PDF format 
Delivery: 10 days 

Please submit price per set (500) for the year. 
There may be one (1) to thirty (30) sets printed per 

year. 
Bids should be for yearly price. 

 $ $ 

29 250 Business Cards 
Option 4 

Same as Option 3 Business Cards above 
except for change in quantity. 

 $ $ 



 
ITEM 

 
QUANTITY 

 
DESCRIPTION 

PROVIDED 
BY BIDDER 

UNIT 
PRICE 

TOTAL 
PRICE 

30 5,000 #10 Window Envelopes 
Clinton Community College Envelope Color: White 

Ink: Black 
Package: 500 Envelopes/box 

PDF will be provided to awarded bidder. 
Sample must be included with bid.  
College can provide a sample at the 

request of vendor. 
Bids should be for yearly price. 

 $ $ 

31 100 Large Poster 
Option 1 

Size: 18” W x 24” H 
Stock: 80lb glossy text, white, or equivalent 

Ink: full process color, full bleed, front and back 
Finish Folding: folded to 6”x9” for 

mailing 
Copy: In PDF format, or according to printer’s 

specifications using InDesign Date to Printer: TBD 
Proof: Hard proof required 

Delivery: eight (8) business days after receipt of 
proof 

Bids should be for yearly price. 

 $ $ 

32 200 Large Poster 
Option 2 

Same as option 1 above except change in finishing. 
Finish: No folding, poster delivered flat. 

 $ $ 

33 500 Rack Card 
Option 1 

Size: 3.5” W x 8.25” H 
Stock: 13 pt cardstock white, or equivalent 

Ink: full process color, full bleed, front and back 
Copy: In PDF format, or according to 

printer’s specifications using InDesign 
Date to Printer: TBD 

Proof: required 
Delivery: eight (8) business days after receipt of 

proof 
Bids should be for yearly price. 

 $ $ 

34 250 Rack Card Option 2 
Same as Option 1 above except for 

change in quantity. 

 $ $ 



ITEM QUANTITY DESCRIPTION 
PROVIDED 
BY BIDDER 

UNIT 
PRICE 

TOTAL 
PRICE 

35 2,000 10” x 13” Catalog Envelopes 
Option 1 

Clinton Community College 

Size: 10” x 13” 
Ink: One PMS color, to be specified at time of 

printing 
Color: Sub. 28 white Side Open for Catalogs PDF 

will be provided to 
awarded bidder. 

Bidder must provide stock sample with bid 
Package: 500 per box 

College can provide a sample at the request of 
vendor. 

$ $ 

36 1,000 10” x 13” Catalog Envelopes 
Option 2 

Same as Option 1 above except for change in 
quantity. 

$ $ 

37 50 Generic Color Poster Option 1 
Stock: White 80lb cover 

Ink: Full process color Full Bleed – Single-sided 
Size: 11” x 17” 

Copy: In PDF format, according to 
printer’s specifications or using InDesign Proof: 

Required 
Delivery: Within eight (8) business days after 

receipt of final proof. 
Bid should be for yearly price. 

$ $ 

38 100 Generic Color Poster 
Option 2 

Same as Option 1 except for change in quantity. 

$ $ 

39 1,000 Certificates 
Option 1 

Stock: 65# Cover, vellum finish (or 
equivalent) color TBD at time of printing 

Size: 8.5” x 11” 
Ink: Black and 1 PMS color on one side, no bleed 

Copy: In PDF format 
Please provide sample stock with bid. 

$ $ 

40 500 Certificates 
Option 2 

Same as Option 1 above except for 
change in quantity. 

$ $ 



 
ITEM 

 
QUANTITY 

 
DESCRIPTION 

PROVIDED 
BY BIDDER 

UNIT 
PRICE 

TOTAL 
PRICE 

41 100 Summer Program Mailer 
Stock: 28/70lb text, bright white 

Size: 11x17” folded twice to finished size of 8.5” x 
5.5” 

Bindery: folded twice, once to 8.5x11”, second to 
8.5x5.5” 

Ink: full color, full bleed, two sides 
Copy: In PDF Format 

Proof: electronic 
Delivery: eight (8) business days after receipt of 

proof 

 $ $ 

42 2,000 6.5” x 10.5” Viewbook 
Envelopes 
Option 1 

Size: 6.5” x 10.5” 
Ink: One PMS color, to be specified at time of 

printing 
Color: Sub. 28 white Side Open for Catalogs Copy: 

PDF format. 
Bidder must provide stock sample with bid 

Bids should be for yearly price. 

 $ $ 

43 1000 6.5” x 10.5” Viewbook 
Envelopes 
Option 2 

Same as Option 1 above except change in quantity. 

 $ $ 

44 500 Admissions Applications  
Option 1 

Size: 11” x 17” with 
Finished Size 8½” X 11” 

Bindery: One-fold to 8½” x 11” 
Stock: 70 lb. White Matte  

1 side- full bleed, full color; 
1 side- black ink, no bleeds 

Proof: Required 
Copy: In PDF format, according to printer’s 

specifications or 
packaged file using InDesign  

Proof Required 
Delivery Date: Maximum eight (8) business days 

after receipt of copy. 
 

 $ $ 

45 250 Admissions Applications  
Option 2 

Same as Option I above except for change in 
quantity. 

 $ $ 



 
ITEM 

 
QUANTITY 

 
DESCRIPTION 

PROVIDED 
BY BIDDER 

UNIT 
PRICE 

TOTAL 
PRICE 

46 250 Nursing Applications 
Stock: 70# text, color to be determined 

at time of order 
Size: one 11x17” sheet, folded to 

8.5x11”, with four – 8.5x11” sheets 
inserted 

Finishing: 11x17 folded to 8.5x11”, 4 – 
8.5x11” printed sheets inserted 

Ink: black, no bleeds, two sides (11x17 
and 8.5x11”) 

Copy: PDF format 
Proof: electronic 

Bids should be for yearly price. 

 $ $ 

47 2,500 #9 Standard Window Envelopes 
Option 1 

Envelope Size: 3-7/8 x 8-7/8 
Window Size: 1-1/8” x 4-1/2” 

Standard window size and position 
Envelope Paper: 24 lb. White Wove 

Printing: Return address, black ink, no bleed 
Copy: In PDF format 

Package:  500 Envelopes/Box 

 $ $ 

48 5,000 #9 Standard Window Envelopes 
Option 2 

Same as Option 1 above except change 
in quantity. 

 $ $ 

49 500 Clinton Community College Rigid 
Diploma Envelopes Size: 9” x 11 ½”  

Option 1 
Custom printed white Self-sealing Stay-flat 

First Class Presentation mailers with pull-tab 
Open on postage end of envelope 

Color: White 
Ink: One PMS, to be determined at time of printing 

Equal or equivalent to attached sample 
Sample must be included with bid 

 $ $ 

50 250 Clinton Community College Rigid 
Diploma Envelopes Size: 9” x 11 ½”  

Option 2 
Same as Option 1 above except change 

in quantity. 

 $ $ 

51 500 Admissions 2-pocket Folders Option 1 
Size: 9.5” x 12” (or up to 0.25” larger, final size 

must fit in 10x13” envelope) 
Stock: 12pt C1S or equivalent 

Color: white 
Ink: 1 PMS to be determined at time of printing 
Finishing: 2, 4” (up to 4.5” pocket acceptable) 

glued pockets inside, horizontal orientation 
 

 $ $ 



 
ITEM 

 
QUANTITY 

 
DESCRIPTION 

PROVIDED 
BY BIDDER 

UNIT 
PRICE 

TOTAL 
PRICE 

52 1000 Admissions 2-pocket Folders Option 2 
Same as Admissions 2-pocket folder Option 1 

except for change in quantity. 

 $ $ 

53 2000 Admissions 2-pocket Folders Option 3 
Same as Admissions 2-pocket folder Option 1 

except for change in quantity. 

 $ $ 

54 750 Diploma Cover 
Size: 10” x 8” 

Color: Navy Blue 
Imprinted on front cover: “Clinton Community 

College” in gold letters Clinton Community College 
sketching on inside cover 

Diploma insert area 10” x 8” – corners in orange 
ribbons 

Plastic insert cover over diploma 
Cover opens vertically 

Identical to attached sample Please send sample of 
your bid item Diploma Covers must be delivered 8 
weeks from when order is placed. Any additional 
charges for an 8-week lead time must be included 

in bid. 

 $ $ 

55 100 8.5” x 11” Flyer – single sided 
Option 1 

Stock: Matte 80 lb. Text or equivalent 
Size: 8.5” x 11,” shipped flat 

Ink: Full color, no bleed, one side 
Copy:  In PDF format, according to printer’s 

specifications or using InDesign. 
Proof Required 

Delivery: Maximum eight (8) business days after 
receipt of copy. 

 

 $ $ 

56 250 8.5” x 11” Flyer – single sided 
Option 2 

Same as Option 1 above except change in quantity. 

 $ $ 

57 500 8.5” x 11” Flyer – single sided 
Option 3 

Same as Option 1 above except change 
in quantity. 

 $ $ 

58 100 8.5” x 11” Flyer – double sided 
Option 1 

Stock: Matte 80 lb. Text or equivalent 
Size: 8.5” x 11,” shipped flat 

Ink: Full color, no bleed, printed two sides 
Copy: In PDF format, according to 

printer’s specifications or using InDesign. Proof 
Required 

Delivery: Maximum eight (8) business days after 
receipt of copy. 

 

 $ $ 



 
ITEM 

 
QUANTITY 

 
DESCRIPTION 

PROVIDED 
BY BIDDER 

UNIT 
PRICE 

TOTAL 
PRICE 

59 250 8.5” x 11” Flyer – double sided 
Option 2 

Same as Option 1 above except change 
in quantity. 

 $ $ 

60 500 8.5” x 11” Flyer – double sided 
Option 3 

Same as Option 1 above except change in quantity. 

 $ $ 

61 
 

2,500 #9 Business Reply Envelope 
Size: 3.875” x 8.875” 

Color: White 
Ink: Black 

Package: 500 per box 
Must meet BRM rate requirements. 

Copy: PDF format 
Proof: Required 

Delivery: Within eight (8) business days after 
receipt of final proof Bids should be for yearly 

price. College can provide sample at the request of 
the bidder. 

 $ $ 

62 
 

2,000 Folder Viewbook with Pocket – 4 panel 
Option 1 

Flat size: 24” x 10”, plus 3.5” pocket flap  
Finished size: 6”W x 10”H 

Finishing: Roll fold, glued pocket 
Stock/Cover and Text:  100 lb. Cover, smooth, 

uncoated (or equivalent to be determined at time 
of printing) 

Color: White 
Ink: Full process color, full bleed outside and 

inside 
Proof: Required 

Copy: In PDF format, according to printer’s 
specifications or 
 using InDesign 

Delivery Date: eight (8) business days after receipt 
of proof. 

 $ $ 

63 1,000 Folder Viewbook with Pocket - 4 panel 
Option 2 

Same as Option 1 above except for change in 
quantity. 

 

 $ $ 



 
ITEM 

 
QUANTITY 

 
DESCRIPTION 

PROVIDED 
BY BIDDER 

UNIT 
PRICE 

TOTAL 
PRICE 

64 2,000 Folder Viewbook - 3 panel 
Option 1 

Flat size: 17.875” x 10” (see drawing) 
Finished size: 6”W x 10”H  

Finishing: Roll fold  
Stock:  100 lb. Cover, smooth, uncoated (or 

equivalent to be determined at time of printing) 
Color: White 

Ink: Full process color, full bleed outside and inside  
Proof: Required 

Copy: In PDF format, according to printer’s 
specifications or packaged file using InDesign 

Delivery Date: eight (8) business days after receipt 
of proof 

 $ $ 

65 1,000 Three Panel Folder Viewbook – 3 panel 
Option 2 

Same as Option 1 above except for change in 
quantity. 

 $ $ 

66 2,000 Folder Viewbook with Pocket – 3 panel 
Option 1 

Flat size: 17.875” x 10”, plus 3.5” pocket flap on 
middle inside panel 

Finished size: 6” W x 10”H  
Finishing: Roll fold, glued pocket  

Stock:  100 lb. Cover, smooth, uncoated (or 
equivalent to be determined at time of printing) 

Color: White 
Ink: Full process color, full bleed outside and inside  

Proof: Required 
Copy: In PDF format, according to printer’s 

specifications or packaged file using InDesign 
Delivery Date: eight (8) business days after receipt 

of proof 

 $ $ 

67 1,000 Folder Viewbook with Pocket – 3 panel 
Option 2 

Same as Option 1 above except for change in 
quantity. 

 $ $ 

68 500 Large Rack Card 
Option 1 

Size: 5.5” W x 9” H 
Stock: white 100 lb. cover, smooth, uncoated, or 

equivalent 
Ink: full process color, full bleed, front and back 
Copy: In PDF format, or according to printer’s 

specifications using InDesign 
Date to Printer: TBD 

Proof: required 
Delivery: eight (8) business days after receipt of 

proof 
 

 $ $ 



 
ITEM 

 
QUANTITY 

 
DESCRIPTION 

PROVIDED 
BY BIDDER 

UNIT 
PRICE 

TOTAL 
PRICE 

69 250 Large Rack Card 
Option 2 

Same as Option 1 above except for change in 
quantity. 

 

 $ $ 

70 500 Large Rack Card - Perforated 
Option 1 

Size: 5.5” W x 9” H 
Stock: white 100 lb. cover, smooth, uncoated, or 

equivalent 
Ink: full process color, full bleed, front and back 

Finish: Perforated area (across the 5.5” width, 4” 
from bottom of card, resulting in 5.5x4” 

detachable area) 
Copy: In PDF format, or according to printer’s 

specifications using InDesign 
Date to Printer: TBD 

Proof: required 
Delivery: eight (8) business days after receipt of 

proof 
Bids should be for yearly price. 

 

 $ $ 

71 250 Large Rack Card - Perforated 
Option 2 

Same as Option 1 above except for change in 
quantity. 

 

 $ $ 

72 1,000 Large Rack Card - Perforated 
Option 3 

Same as Option 1 above except for change in 
quantity. 

 

 $ $ 

73 200 Large Poster 16x20 
Option 1 

Size: 16” W x 20” H 
Stock: 80lb glossy text, white, or equivalent 

Ink: full process color, full bleed, front and back 
Finish Folding: folded to 8”x10” for mailing 

Copy: In PDF format, or according to printer’s 
specifications using InDesign 

Date to Printer: TBD 
Proof: Hard proof required 

Delivery: eight (8) business days after receipt of 
proof 

 $ $ 

74 200 Large Poster 16x20 
Option 2 

Same as 16x20 poster option 1 above except for 
change in finishing. 

Finish: No folding, poster shipped flat. 
 
 

 $ $ 



 
ITEM 

 
QUANTITY 

 
DESCRIPTION 

PROVIDED 
BY BIDDER 

UNIT 
PRICE 

TOTAL 
PRICE 

75 200 Award Cover Option 1 
Size: 12” W x 18.75” H 

Stock: 80lb linen cover, navy (or midnight)  
Ink: gold foil (one imprint area, approximately 2” x 

7” centered on front) 
Finish Folding: folded to 12” x 9.375” 

Finish die-cutting: 4 corner slits on inside (back) to 
hold 8x10” or 8.5x11” certificate 

Copy: In PDF format, or according to printer’s 
specifications using InDesign 

Date to Printer: TBD 
Proof: Hard proof required 

Delivery: eight (8) business days after receipt of 
proof 

 

 $ $ 

76 500 Award Cover Option 2 
Same as Award Cover Option 1 above except for 

change in quantity. 

 $ $ 

77 250 8.5” x 11” Four-Color Matte Brochure Option 1 
Stock: Matte 80 lb. Text 

or equivalent 
Size: 8.5” x 11” to fold to finished size of 8.5” x 3.66” 

(3 panel) 
OR 

8.5” x 11” one-fold to finished 
Size of 8.5” x 5.5” (2 panel) 

OR 
No fold shipped flat. 

Ink: Full color, full bleed on both sides 
Copy:  In PDF format, according to printer’s 

specifications or packaged file using InDesign. 
Proof Required 

Delivery: Maximum eight (8) business days after 
receipt 
of copy. 

 $ $ 

78 500 8.5” x 11” Four-Color Matte Brochure Option II 
Same as Option I above except for change in 

quantity. 

 $ $ 

79 1,000 8.5” x 11” Four-Color Matte Brochure Option III 
Same as Option I above except for change in 

quantity. 

 $ $ 

 
CLINTON COMMUNITY COLLEGE IS NOT BOUND BY “PRINTING TRADE CUSTOMS”. THE COLLEGE IS NOT 
AUTHORIZED TO PAY FOR ANY COSTS ASSOCIATED WITH OVER-RUNS AND HAS THE RIGHT TO REJECT ANY UNDER-
RUNS. 
 
   
  NAME OF BIDDER: ___________________________________________ 



 
  SIGNATURE:       ____________________________________________ 
 
  OFFICIAL TITLE: ____________________________________________ 
 
  TELEPHONE NO.: ____________________________________________ 
 
  FAX NO.: _______________________________________________ 
 
  E-MAIL ADDRESS:   __________________________________________ 
 
  DATE:      _____________________________________________ 
 
  BIDDER ASSIGNED BID #: ____________________________________ 
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