Regional Transit Authority
Solicitation Request Routing Sheet

INSTRUCTION: The user department is responsible for providing all information requested below and securing

the requisite signatures.

Attachments
(*Indicates Required Items)

+ Scope of Work Project Schedule/Delivery Date *
Technical Specifications Selection Criteria (RFQ/RFP Only)
DBE/SBE Goal Calculation

A. T'have reviewed this form and the attachments provided and by signing below I give authority to the below

stated Department Representative to proceed as lead in the procurement process.

Angele Young Boutte Marketing Director 8416
Name Title Ext.
. Name of Project, Service or Product: Print Services Vendor

. Justification of Procurement:
RTA seeks print vendor for production of passengers materials,brochures, signs, maps, schedules, annual

reports and other agency-wide branded materials as needed.

. Certification of Authorized Grant:

Is this itesfi/specificatiopy prit with the Authorized Grant? es
émh./ =7 /-2~
oF

im%or of Gr:{ntsf redeidl Comp{!ff/a,pe’e Date
E. (Safety: I€clude Standard Safgty Provisions Only
Additional Safefy Rgquirgments Attached
g %y 4 L 2f2) )2z

Date

Safety Director

Risk Management:

ude Standard Insurance meomy? &/ No
Inc iti 3 uirements Attached
2/21/202

Risk Management Analyst’ Date

F. Funding Source:  Federal State Other:

Funds are specifically allocated in the Department’s current fiscal year budget or in a grant to cover this

expenditure as follows:

Regional Transit Authority | May 27, 202?_




RTA

Total Available Funding; $ 150,000

Estimated Cost: $ 150,000
FTA Grant No.(s)

Line Item(s)

Operations/Department Code

Budget Code(s) 1760002.7150.16313
EnA 9/:3/ 20
Budget Analyst Date

G. DBE/ ﬂau A:@/ % DBE % all Business
Qﬂ G 15 22

Directo l' all BHS?'I/Bé eelopmenl Date
2/ / a’/ 12

DBE/EEQ f.'l mpllance Mﬁnager' t Date

orizations: | have reviewed and approved the final solicitation document.

&/I&/}o&}

Date /

- &/ z@/ 2020

D
" 02'/54 // AP~

flrec?of Prucz{rcmeliﬁ U ? Date / /
FORPROCUREMENT USE O

Type of Procurement Requested: (circle one) IFB RFQ RFP SS TWO-STEP

Invitation for Bid (IFB) This competitive method of awarding contracts is used for procurements of more than $25,000
in value. The agency knows cxactly what and how many of everything it needs in the contract, as well as when and how
the products and services are to be delivered. The award is generally based on price.

Request for Quote (RFQ) This type of solicitation is often used to determine current market pricing.

Request for Proposal (RFP)This approach to contracting occurs when the agency isn't certain about what it wants and is
looking to you to develop a solution and cost estimate.

Sole Source (SS) this procurement can be defined as any contract entered into without a competitive process, based on a
Justification that only one known source exists or that only one single supplier can fulfill the requirements.

Two-step Procurment - request for qualifications step-one used in the formal process of procuring a product or service,
[t is typically used as a screenmg step to establish a pool of vendors that are then qualified, and thus eligible to submit
responses to arequest for price proposal (RFP). In this two-step process, the response to the RFQ will describe the
company or individual's general qualifications to perform a service or supply a product, and RFP will describe specific

d%;f;%l/ %ﬂ/ -7/ 17))S
&W YW ‘??"‘j Cm.ea_) 2/ 3x /22

Chief Executlve fficer Date

Regional Transit Authority | May 27, 2021




RTA

To: Procurement Director

From: Angele Boutte, Director of Marketing
Re: Scope of Work — Print Services

Date: February 16, 2022

Objective:

Seeking a qualified printing vendor with the capacity to handle multiple print jobs for a variety
of materials on a quick turnaround. Qualified vendor will handle all print production of
materials including, but not limited to: maps, timetables, brochures, tickets, posters, signage,
etc.

Goal:

The primary goal is to secure the most qualified and capable vendor to efficiently print/produce
large quantities of high-quality materials on a very quick turnaround with short lead-times, as
needed for the RTA.

Method:

1. RTA Marketing Department to supply final production files, along with the dimensions
and quantities for each print.

2. RTA requests for materials may include but are not limited to: various paper stock and
finishes, coroplast, styrene, laminate, vinyl stickers, die cuts, etc.

3. The RTA will determine the desired timeframe that all materials are to be available for
proof approval and the deadline line for the completed materials to be returned to the
agency.

4. The vendor will deliver all completed materials to the agency by the requested
deadlines (TBD).

Product/Service:

1. Print production services, as designed and coordinated with RTA’s marketing team, will
be available to RTA annually based on the contractually determined terms after the
vendor selection. The RTA marketing team will submit print requests to the vendor
throughout each calendar year. RTA marketing requests that the vendor submit a
proposal based on examples of print materials listed below. This list represents a sample
of print materials and does not represent an actual order. Print materials may include,
but are not limited to:

e System Maps
e Schedules and Timetables



Brochures (various sizes)

Signage (indoor and outdoor)

Fare Tickets (foil)

Stickers

Car Cards

Shelter Ads

Bound booklets/ Manuals

Invitations

Banners with grommets

Vendors can provide a pricing sample for various quantities within their response.

2. Vendors should provide background on their experience providing high-quality print
materials for customers, years of operations, staff, representative who will service and
support our account, etc.

Timeline:
Begin in March 21, 2022
Annual term, for 3 to 5 years

Suggested Vendors:
MPress, Mele Printing, Universal Printing

Budget:
$150,000 per year



Independent Cost Estimate (ICE)
INDEPENDENT COST ESTIMATE SUMMARY FORM

Project Name/Number:
Date of Estimate:
Description of Goods/Services:

Print venoov Pvfn,hv\g SVices

/ New Procurement
Contract Modification (Change Order)
Exercise of Option

Method of Obtaining Estimate:

Attach additional documentation such as previous pricing, documentation, emails, internet screen shots,
estimates on letterhead, etc.

___Published Price List (attach source and date)
4 Historical Pricing (attach copy of documentation from previous PO/Contract)

Comparable Purchases by Other Agencies (attach email correspondence)

—_ Engineering or Technical Estimate (attach)
—__Independent Third-Party Estimate (attach)

___ Other (specify) attach documentation

Pre-established pricing resultingfrom competition (Contract Modification only)

Through the method(s) stated above, it has been determined the estimated
total cost of the goods/services is $ | B—O{ 000

The preceding independent cost estimate was prepared by:

A’V‘deylé iA Pon e

Name

—)nreof‘w W!ceﬁ*f‘(f

Regional Transit Authority may, 27, 2021
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- ESTIMATE

PRESSIDO.
4100 Howard Avenue Date: 9/23/2021
New Orleans, LA 70125 Est: 89151

Phone: 504-524-8248
Fax: 504-524-3637

To: RTAN.O.
Attn.: Linda Lien-Ribardi

Email: llien-ribardi@rtaforward.org

Descriptions: “Call Code Rack Cards” ~ Print 4” x 9” cards, 4/4, prints on 80# Gloss
Cover, customer to supply print-ready art, pre-flight, poc, digitally print, laminate
cards, trim, box and deliver.

Qty.: 1,000

Base: $314.14*

Note: Tax not included in above price. *

Thanks,

Patti Johnston

pjohnston@mpressnow.net



MPress
4100 Howard Avenue INVO'CE

Make New Orleans, LA 70125-1325

1'35‘.: Phone: (504) 524-8248
GOOD Fax: (504) 262-0696 Invoice # | 124679
PRESS on - Fax: (504) 262-
It's what we dot | PAPER. Email: kpritchett@mpressnow.com E——— T
Date Shipped
Ship Via Delivery
Regional Transit Authority Salesperson | PATTI JOHNSTON
Dawn Collins Terms Net 30 Days
2817 CANAL ST.
NEW ORLEANS, LA 70119 P.O. Number | 913577-000
Job Number 357632
Quantity Description Unit Price UM Amount
2,000 Fixed Route DVIR Book 3-Part w/Cvr 31 Sets/Book $5,150.54 $5,150.54
FSC CoC Certificate # NC-COC-003606 Subtotal $5,150.54
TAX EXEMPT $0.00
Total Due $5,150.54
Customer Code: REGI70
Invoice Number: 124679
Invoice Date : 12/31/21
Invoice Amount : $5,150.54
Amount Paid :
Remit To: Remitter:
MPress Regional Transit Authority
First Bank & Trust Dawn Collins
P.O. Box 1830 2817 CANAL ST.
Covington, LA 70434 NEW ORLEANS, LA 70119

Page 1 of 1



