
 
 
 
 
 
 
 
 

Request for Quotes 
 

Solicitation Name and Number Mass Mailing and Printing Services Q2204 
Responses Must Arrive No Later Than  2:00 p.m. EST on December 16, 2021 (as KCDC’s clocks indicate) 
Upload your responses to 
 

https://vrapp.vendorregistry.com/Account/LogOn 
(Can also be accessed via KCDC’s webpage) 

Questions About This Solicitation KCDC will not accept questions via telephone. 
Submit questions to procurementinfo@kcdc.org by 6:00 p.m. 
EST on December 10,2021.     

Bid Opening This bid will be “opened” electronically and interested parties 
may attend via Zoom only. To obtain the Zoom link, email 
procurementinfo@kcdc.org.  
 
Note however that the bid tabulation is normally posted to 
KCDC’s webpage within four hours of the bid opening time. 

Award Results KCDC posts the award decision to its web page at: 
http://www.kcdc.org/procurement/.  

Open Records/Public Access to 
Documents 
 

All document provided to KCDC are subject to the Tennessee 
Open Meetings Act (TCA 8-44-101) and open records 
requirements. 

Check KCDC’s webpage for addenda and changes before submitting your response 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://linkprotect.cudasvc.com/url?a=https%3a%2f%2fvrapp.vendorregistry.com%2fAccount%2fLogOn&c=E,1,lJfdwSqekhXzz2wnlOBNKFyWZtjcQDWRmOE5oz2LrIV3YADC7Xkzo80iWmurYHnUUBF8NmrNrklf89T1Lq_o_O4B55LdW2aCUA5CF1Apv9X2E63_ybfCLQ,,&typo=1
mailto:purchasinginfo@kcdc.org
mailto:procurementinfo@kcdc.org
http://www.kcdc.org/procurement/
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General Information 
  
1. Background and Intent 
a. Knoxville's Community Development Corporation (KCDC) is the public housing and redevelopment 

agency for the City of Knoxville and for Knox County in Tennessee. KCDC’s affordable housing property 
portfolio includes 20 sites with approximately 3,525 dwelling units.   

 
b. KCDC uses “supplier” as inclusive of various words describing interested parties often called 

“supplier,” “bidders,” “contractors” and “proposers.” 
 
c. The intent of this solicitation is to obtain fixed price proposals from firms to provide mass mailing 

services and such other needs for various KCDC departments and divisions on an as-needed basis.  
Service includes receipt of KCDC’s mailings (inserts & addresses) via electronic transfer (PDF, Word or 
Excel, etc.), printing of the correspondence, folding, inserting in envelopes, imprinting the envelopes, 
applying postage, mailing and providing a monthly invoice broken out by property, Housing Dept., 
Section 8, et cetera.  See the Scope of Work section for the technical details. 
 

2. Award Length 
The initial award period will be one year.  The award will have four one-year optional renewals that  
can be exercised upon KCDC's request. 

 
3. Changes after Award 

It is possible that after award KCDC will need to revise the requirements specified in this document. 
KCDC reserves the right to make such changes after consultation with the supplier.  Should additional 
costs arise, the supplier must document increased costs.  KCDC reserves the right to accept or reject 
and negotiate these charges.  Generally, such changes will not be of a “cardinal” nature. 

 
4. Codes and Ordinances 

All work covered is to be done in full accord with national, state and local codes, ordinances and 
orders that are in effect at the time the work is performed.  
 

5. Contact Policy 
Only contact KCDC’s Procurement Division about this solicitation from the issuance of this solicitation 
until award.  Information obtained from an unauthorized officer, agent, or employee will not affect 
the risks or obligations assumed by the supplier or relieve the supplier from fulfilling any of the 
conditions of the resulting award for the purpose of this project. Such contact can disqualify the 
supplier from the solicitation process. 
 

6.   Evaluation  
KCDC will arrive at the “lowest and best” solution for the final award. This may or may not entail 
simply awarding to the supplier quoting the lowest cost. 

 
a. All responses are subject to a determination of “responsive” and “responsible” prior to award. KCDC 

is the sole judge as to “responsiveness” and “responsibility” of suppliers and KCDC uses NIGP’s 
definitions to make these determinations. 
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b. KCDC reserves the right to request additional information from suppliers to assist in the evaluation 

process. This includes references and business capacity information. 
 
7.  General Instructions to Suppliers 

KCDC’s General Instructions to Suppliers are at www.kcdc.org. Click on “Procurement” and the link to 
the instructions.  The supplier’s submittal means acceptance of the terms and conditions set forth in 
KCDC’s “General Instructions to Suppliers.”  The following paragraphs in the General Instructions to 
Suppliers do not apply: 43, 44b, 44c, and 44d. 

 
8.  Insurance 

The supplier agrees to maintain at its sole expense on a primary and non-contributory basis during 
the term of this resulting contract insurance coverages and limits in accordance with the supplier’s 
standard business practices and acceptable to KCDC.   Such insurance shall contain or be endorsed to 
contain a provision that includes KCDC, its officials, officers, employees, and volunteers as additional 
insureds with respect to liability arising out of work and/or operations performed by or on behalf of 
the supplier. Such insurance shall provide waiver(s) of subrogation. The supplier shall provide KCDC 
with Certificates of Insurance evidencing such insurance prior to award. 

 
9. Invoicing  
a. Until a purchase order is in place, work is not to be performed nor are goods to be delivered.  KCDC 

has no legal obligation to pay for work performed prior to the issuance of a purchase 
order.  Emergency situations are exempted from this statement and such situations can be approved 
by the Procurement Division. 

 
b. Suppliers are asked to email invoices with 10 days following work completion and are required to 

submit invoices within 90 days following the delivery of the goods or services. KCDC may deny invoices 
submitted after the 90-day threshold.  

 
c. KCDC pays by electronic transfer (ACH). Supplier’s accounts receivable staff must use KCDC’s Supplier 

Portal to ascertain payments made and to which invoices they apply.  Suppliers will set up an account 
in KCDC’s Supplier Portal so that they receive an email with each payment detailing the invoice 
number and the amount paid. KCDC is not able to routinely offer payment history assistance and so 
if the supplier is unable or unwilling to use KCDC’s Supplier Portal to track payments, consider 
whether to submit a response to this solicitation. 

 
d.  Invoices must: 

• Be numbered. 
• List a date on them that is after the work is completed or goods delivered. 
• List the purchase order number. 
• Breakdown pricing according to the award structure. 
• Show the supplier’s name and address. 
 

10. Price Structure 
a. The initial work will be at the bid price. For work in the subsequent years, the successful supplier may 

request a change to the agreed to price. The supplier must provide proof of increased Producer Price 

http://www.kcdc.org/
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Index-Knoxville (PPI) to the Procurement Division.  The cost will also decrease if the PPI indicates a 
price decrease. If the price increase is accepted, the solicitation file will be so noted.  If the price 
increase is not accepted, the supplier may: 

 
 1. Continue with the existing pricing. 
 2. Suggest an alternative price increase. 
 3. End the award. 
 
b. KCDC does not pay fuel surcharges. 
 
c. KCDC will consider price increases due to tariffs and embargos upon submitted documentation. 

However, KCDC reserves the right to deny such requests. Further if a price increase is granted due to 
a tariff or embargo, prices must return to their previous rates once the issue is resolved. 

 
d. In the event of a pandemic or similar event, KCDC and the supplier will jointly work to resolve labor 

and materials issues including delivery, completion and cost. 
 
11. Small Business Outreach 

KCDC requires the successful supplier to reach out to small businesses, minority owned businesses 
and woman owned businesses for goods and subcontracted services to fulfill this award. In addition 
to the successful supplier reporting on dollars spent with such businesses each January, KCDC expects 
outreach that results in actual subcontracting arrangements with such suppliers. 
 

12. Solicitation Requirements 
Caution: Requirements in the solicitation are not optional. If you have concerns or issues with any of 
the stated requirements, raise them before the bid due date. Examples of past issues where suppliers 
made faulty assumptions include insurance requirements and subcontractor outreach expectations. 

 
Scope of Work/Specifications 

 
13. General Information 
a. For each task order, the supplier will receive a file containing the batch letters and mail list via 

electronic transfer (PDF, Excel or Word) along with instructions regarding the timeframe for 
completing the job request.   

 
b. Supplier shall provide all labor, supplies and materials to perform all print related services. 
 
c. Supplier shall produce exact copies of a quality equal to the original camera ready copy in the most 

cost effective manner acceptable to KCDC. 
 
d. Supplier will fold and insert the printed documents into #10 window envelopes. The supplier will 

direct imprint the KCDC logo and return address. The supplier will then apply first class pre-sorted 
postage for each mail piece.  Mail as directed. 
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e. Supplier will perform quality assurance during all aspects of the printing and mass mailing process.  
The supplier will clarify any issues (pertaining to printing, mailing and quality assurance) with KCDC 
staff before finalizing the work.  

 
f. If KCDC needs additional items that are not listed herein and if KCDC desires to add them to this 

solicitation and award, the supplier and KCDC will negotiate an agreeable price for the items. 
 
g. The table below provides information on the monthly volume and the type of mail processed during 

the 2020 calendar year.  KCDC anticipates the volume of mailings to increase during the 2022 calendar 
year due to special notifications planned for all KCDC tenants. This example is only a guideline for 
preparing an offer and does not represent actual or guaranteed request for services. 

 
Month Item Average 

Volume 
January Recertificaiton Letter & Waiting List Letters 450-500 
February Recertificaiton Letter & Waiting List Letters 450-500 
March Recertificaiton Letter & Waiting List Letters 450-500 
April Recertificaiton Letter & Waiting List Letters 450-500 
May Recertificaiton Letter / Late Letters/LIPH Minimum Rent Letters 5,600-6,800 
June Recertificaiton Letter & Waiting List Letters 450-500 
July Recertificaiton Letter & Waiting List Letters 450-500 
August Recertificaiton Letter & Waiting List Letters 450-500 
September Recertificaiton Letter/Waiting List Update & 6 BR Screening Hold Letters 2,500-3,500 
October Recertificaiton Letter/Application Letters/Re-Exam Letters 1,650-1,800 
November Premier Notification Letters 650-700 
December 30 Day RCC Letters 250-300 

 
h. A brief description of the various type letters KCDC sends to tenants is below.  A sample of each type 

letter is available upon request. Note that Fair Housing regulations require all correspondence and 
advertising materials for our agency be imprinted with the Equal Housing Opportunity logo (see page 
one of this document).  Please coordinate with KCDC staff if any forms or correspondence they send 
for processing are not imprinted with the Equal Housing logo.  

 
Section 8 Department  

Recertification Letter  One page, single side letter printed b/w ink on 8 ½  x 11 white paper 

Waiting List Letter  One page, single side letter printed b/w ink on 8 ½ x 11 white paper 
 
Housing Department  
Waiting List Update Letter Two page, double side letter printed b/w ink on 8 ½ x 11 white paper 

Yardi Portal Letter One page, single side letter printed b/w ink on 8 ½ x 11 white paper 
 
 

This and the preceding pages do not need to be returned 
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Solicitation Document A:  General Information about the Supplier 
Note: Complete all cells even if the answer if “Does not apply” 

Sign Your Name to the Right of the Arrow  
If completing this document in Adobe, an electronic signature is acceptable to KCDC. 

Your signature indicates you read and agree to “KCDC’s General Instructions to Suppliers” (www.kcdc.org) and that you are 
authorized to bind the supplier or are submitting the response on behalf of and at the direction of the suppliers’ representative 
authorized to contractually bind the supplier. I represent that the supplier or its applicable representative(s) has reviewed the 
information contained in this Solicitation Package and that the information submitted is accurate. 

Printed Name and Title  

Legal Corporate Name  

Street Address  

City/State/Zip  

Contact Person (Please Print Clearly)    

Telephone Number  

Cell Number  

Supplier’s E-Mail Address (Please Print Clearly)  
Addenda 

Addenda are at www.kcdc.org.   Click on “Procurement” and then on “Open Solicitations” to find addenda. 
Please check for addenda prior to submitting a proposal. 

Acknowledge addenda have been issued by checking below as appropriate: 
None ☐ Addendum 1 ☐ Addendum 2  ☐ Addendum 3 ☐ Addendum 4 ☐ Addendum 5 ☐ 

Statistical Information (Check all the apply) 
This business is at least 51% owned and operated by a woman Yes ☐ No ☐ 
This business qualifies as a small business by the State of Tennessee  
Total gross receipts of not more than $10,000,000 average over a three-year period OR 
employs no more than 99 persons on a full-time basis 

Yes ☐ No ☐ 

This business is owned & operated by persons at least 51% of the following ethnic background: 
Asian/Pacific ☐ Black ☐ Hasidic Jew ☐ Hispanic ☐ Native American ☐ White ☐ Publicly Owned ☐ 

Prompt Payment Discount 
A ____% prompt payment discount applies when KCDC makes payment in ____ days of accurate invoicing. 

Insurance Statement 
I have reviewed the insurance requirements and will comply with them without exception.  Yes ☐ No ☐ 

Costs Offered 
Processing Cost Per Mail Piece (Includes electronic receipt of mailings, all labor & 
materials for printing, folding, inserting into envelopes, imprinting return address 
& logo on envelope, applying postage & mailing) 

$ 

Postage Cost Per Mail Piece (Meter, First-Class Pre-Sorted) $ 
TOTAL COST PER MAIL PIECE $ 

http://www.kcdc.org/
http://www.kcdc.org/
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Solicitation Document B:  Affidavits 
 

Conflict of Interest 
1. No commissioner or officer of KCDC or other person whose duty it is to vote for, let out, overlook or 

in any manner superintend any of the work for KCDC has a known direct interest in the award or the 
supplier providing goods or services. 

 
2. No employee, officer or agent of the grantee or sub-grantee will participate in selection, or in the 

award or administration of an award supported by federal funds if a conflict of interest, real or 
apparent, would be involved. Such a conflict would arise when the employee, officer or agent, any 
member of his immediate family, his or her partner, or an organization, which employs, or is about to 
employ, any of the above, has a financial or other interest in the supplier selected for award.  

 
3. The grantee's or sub-grantee's officers, employees or agents will neither solicit nor accept gratuities, 

favors or anything of monetary value from suppliers, potential suppliers, or parties to sub-
agreements.  

 
4.   By submission of this form, the supplier is certifying that no conflicts of interest exist. 
 

Drug Free Workplace Requirements 
5. Private employers with five or more employees desiring to contract for construction services attest 

that they have a drug free workplace program in effect in accordance with TCA 50-9-112. 
 

Eligibility 
6. The supplier is eligible for employment on public contracts because no convictions or guilty pleas or 

pleas of nolo contender to violations of the Sherman Anti-Trust Act, mail fraud or state criminal 
violations with an award from the State of Tennessee or any political subdivision thereof have 
occurred. 

General 
7. Supplier fully understands the preparation and contents of the attached offer and of all pertinent 

circumstances respecting such offer. 
 
8.   Such offer is genuine and is not a sham offer. 
 

Accuracy of Electronic Copies 
9.  If the supplier provides electronic copies of the bid/proposal/quote to KCDC, the supplier certifies 

that the information provided on paper and in the electronic format is identical unless specifically 
noted otherwise. 

Iran Divestment Act 
10. Concerning the Iran Divestment Act (TCA 12-12-101 et seq.), by submission of this bid/quote/quotes, 

each supplier and each person signing on behalf of any supplier certifies, and in the case of a joint 
bid/quote/quotes, each party thereto certifies as to its own organization, under penalty of perjury, 
that to the best of its knowledge and belief that each supplier is not on the list created pursuant to § 
12-12-106. 
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Non-Collusion 
11.   Neither the said supplier nor any of its officers, partners, KCDC, agents, representatives, employees 

or parties interest, including this affiant, has in any way colluded conspired, connived or agreed, 
directly or indirectly, with any other responder, supplier, or person to submit a collusive or sham offer 
in connection with the award or agreement for which the attached offer has been submitted or to 
refrain from making an offer in connection with such award or agreement, or collusion or 
communication or conference with any other supplier, or, to fix any overhead, profit, or cost element 
of the offer price or the  offer price of any other supplier, or to secure through any collusion, 
conspiracy, connivance, or unlawful agreement any advantage against KCDC or any person interested 
in the proposed award or agreement. 

 
12.   The price or prices quoted in the attached offer are fair, proper and not tainted by any collusion, 

conspiracy, connivance, or unlawful agreement on the part of the supplier or any of its agents, 
representatives, KCDC, employees, or parties in interest, including this affiant. 

 
No Contact/No Advocacy Affidavit 

13. After this solicitation is issued, any contact initiated by any supplier or proposer with any owner’s 
representative concerning this proposal is strictly prohibited-except for communication with the 
Procurement Division. My signature signifies that no unauthorized contact occurred. 

 
14. To ensure the integrity of the review and evaluation process, respondents to this solicitation nor any 

firm representing them, may not lobby or advocate to owner’s staff or Board members. My signature 
signifies that no unauthorized advocacy occurred. 

 
15. No federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to 

any person for influencing or  attempting to influence an officer or employee of an agency, a member 
of Congress, an offer or employee of Congress, or an employee of a member of Congress in 
connection with the awarding of any federal contract, the making of any federal grant, the making of 
any federal loan, the entering into of any cooperative agreement, and the extension, continuation, 
renewal amendment or modification of any federal contract, gran, loan or cooperative agreement. 

 
16. If any funds other than federal appropriated funds have been paid or will be paid to any person for 

influencing or attempting to influence an officer or employee of an agency, a member of Congress, 
an officer or employee of Congress, or an employee of a member of Congress in connection with this 
federal contract, grant, loan, or cooperative agreement, the undersigned shall complete and submit 
Standard Form-LLL, Disclosure Form to Report Lobbying, in accordance with its instructions. 

 
17. The undersigned shall require that the language of this certification be included in the award 

documents for all subawards at all tiers (including subcontracts, subgrants, and contracts under 
grants, loans, and cooperative agreements) and that all sub recipients shall certify and disclose 
accordingly.  
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Equal Employment Opportunity 
18. The supplier agrees that it will incorporate or cause to be incorporated into any contract for 

construction work, or modification thereof, as defined in the regulations of the Secretary of Labor at 
41 CFR Chapter 60, which is paid for in whole or in part with funds obtained from the federal 
government or borrowed on the credit of the federal government pursuant to a grant, contract, loan 
insurance, or guarantee, or undertaken pursuant to any federal program involving such grant, 
contract, loan, insurance, or guarantee, the equal opportunity clause and requirements of CFR 60-
1.4(b) and HUD form 92010. Further the supplier will ensure that any resulting subcontracts 
incorporate these EEO requirements. 

 
The undersigned hereby acknowledges receipt of these affidavits and certifies that the submittal in 
response to this solicitation is in full compliance with the listed requirements.  
 

Signed by   
 

Printed Name  
 

Title   
 

Subscribed and sworn to before me this date  
 

By (Notary Public)   
 

My Commission Expires on  

Notary Stamp  
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Solicitation Document C: HUD Form 5359A 
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