Request for Bid
The Common Manual is a cooperative effort of 36 participants and consists of two components: a paper volume and a CD edition. The paper manual and CD manual are produced separately at slightly different times. The paper manuals mail by July 1; the CDs mail by July 15. Initially, each participating organization will provide the vendor with a mailing list (in Excel) for the paper version. (Not everyone will participate in either the paper or CD process.) The vendor will develop and maintain a database of the 36 participating organizations. This list will be used to request information and purchase orders and to bulk ship items as requested. The vendor will provide a separate invoice for each participant 
 
2008 Common Manual: Unified Student Loan Policy (paper edition)
Description: 782-page (391 sheets, double-sided)
Electronic press-ready file provided
Quantity: 1,500 - 2000
Paper stock: 20# text, bright white (at least 92 brightness), uncoated, 3-hole drill
Color: 1 front matter page 3/K (PMS 3285 green, PMS 287 blue, and black), rest all black
Proof: blueline
Slipsheets: 27 sheets per manual (any color)
Package: shrink-wrap each manual
Mailing: Year one - Paper - electronic database provided (Excel) by each participating organization late April.  Subsequent years – database updates are solicited annually by the vendor, and the vendor updates participants’ mailing list.  Only a portion of the organizations use this option. Others may request that a small number of paper copies be sent to their location. 
Time frame: 
         Mailing data supplied late April 2008
         Press-ready file to vendor mid to late May 2008
         Blueline ready for review by first week in June 2008
         Mailing complete July 1, 2008
 
2008 Common Manual: Unified Student Loan Policy (CD)
Description: CD with printed label and jacket and mailer 
Electronic burn-ready files (180 MB, 22 items) provided for CD; electronic press-ready file provided for CD label and jacket
Quantity: 5,200
Jacket: 10x5, coated stock, with bifold and sleeve for CD, sample of 2007 production available upon request
Color: 
         CD label: K (black)
         Jacket: 3/3 (PMS 3285 green, PMS 287 blue, and black),
Proof: blueline of jacket, sample CD
Mailing: Year one - electronic database provided by one participant (Excel); most CDs in jackets and mailer will be bulk shipped to five participants, some (for purposes of the bid process, say 25% or 1300 units) will be mailed to individuals
Time frame: 
         Mailing data supplied early May 2008 (This database is different from the paper database)
         Ready files to vendor late May 2008/early June 2008
         Blueline and sample CD ready for review third week in June 2008
         Mailing complete July 15, 2008

 Invoice: Separate invoice for each participant 

Please provide any suggestions for alternate  technologies we could use to disseminate our manual

Occasionally (every couple of years or so, reproduce small orders of Common Manual binders and/or Tabs (usually around 100).
.  
 
Questions:  Contact Nina Hold @ 512-219-4548 or send an email to nina.hold@tgslc.org
Bid Submission:  Deadline for bid – COB March 17.
Bid Response to:  nina.hold@tgslc.org or Nina Hold, Common Manual Production Director, P. O. Box 83100, Round Rock, Texas 78683-3100

 

 

 

