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I.  INTRODUCTION 
 

A. Purpose.  This Request for Proposals (RFP) is issued by the Legislative Services Agency (Agency) to 
solicit proposals for the production (compilation, printing, and binding), and delivery (including packaging 
and shipping) of the Iowa Official Register or "Redbook."  

B. Computing Time.  For purposes of computing delivery requirements: 

1. Calendar Day.  A calendar day begins at 8:00 a.m. and ends at 4:30 p.m. central time.  In computing 
time, the first day is excluded and the last day is included unless the last day falls on a Sunday or a 
legal public holiday as defined in Iowa Code § 1C.1, in which case the time prescribed is extended to 
include the next succeeding calendar day.  Any reference to "day" alone means a calendar day.  In 
computing time, the first calendar day is excluded and the last business day is included. 

2. Business Day.  A business day begins at 8:00 a.m. and ends at 4:30 p.m. central time.  A business 
day is a calendar day other than a Saturday or Sunday or a day recognized as a legal holiday by the 
State of Iowa (See Iowa Code § 1C.1).  In computing time, the first business day is excluded and the 
last business day is included. 

C. Contract.  By submitting the Proposal Form (RB-3) to the Agency, a bidder who is selected by the Agency 
as a potential contractor provisionally agrees to the terms and conditions as provided in the Contract Form 
(RB-2), unless the Contractor provides otherwise in the Proposal Form.  

D. No Obligation.  This RFP requests the submission of the Proposal Form and should not be construed as 
any kind of intent, commitment, or promise by the Agency, the Iowa General Assembly, or the State of Iowa 
to do any of the following:  (1) acquire materials or services, (2) pay for any information or services provided 
by a prospective bidder, bidder, or potential contractor, or (3) pay expenses incurred by a potential bidder, 
bidder, or potential contractor.  

 

II.  SUBMISSION PROCESS 
 

2007 DEADLINE DATES:  BIDDING, QUESTIONS, AND EXTENSION REQUESTS 

Item Time Date 

RFP Issue Date  4:30 p.m. November 15 

RFP Questions Deadline 4:30 p.m. November 28 

Question Extension Deadline Request  4:30 p.m. November 28 

Proposal Extension Deadline Request   4:30 p.m. December  3 

Proposal Deadline Date 4:30 p.m. December  5 

Bidder Selection Date 4:30 p.m. December 10 

Execution of Contract Date 4:30 p.m. December 20 

 

A. Complete Proposal Form for Submission.  Consult this Instructions Form and the Appendices (RB-4) 
before completing the Proposal Form (RB-3).  Submit an uncompressed electronic copy of the completed 
proposal in Microsoft Word® to the Agency.  
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B. Deadline.  A completed Proposal Form must be received by the Agency no later than the deadline date, 
unless the deadline date is extended by the Agency.  See  Table A.  If the Agency grants an extension, the 
deadline will be extended for all potential bidders.  A bidder is solely responsible for verifying with the 
Agency the time and date that the Agency received the bidder's Proposal Form.  

C. Communication Channels.  The Agency encourages communication between the Agency and potential 
bidders.   
1. Registration — Electronic Message.  A potential bidder is encouraged to register with the Agency by 

submitting an electronic mail message to the Agency which (1) states the potential bidder's interest in 
submitting a Proposal Form, and (2) provides the name of the contact person and the contact person's 
electronic mail address.  

2. Contact Person.  All communications regarding this RFP to the Agency must be addressed to the 
Agency's Principal Manager, Mr. Richard Johnson.  Mr. Johnson may designate an alternate person to 
act on his behalf.   

Agency's Principal Manager 
Mr. Richard Johnson 

Division Director, Legal Services Division 
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Legislative Services Agency 
Iowa General Assembly 

Room  G01 
State Capitol  
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Des Moines, Iowa 50319 

Telephone:  (515) 281-3566 

Fax:  (515) 281-8027 
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E-mail:  richard.johnson@legis.state.ia.us 

  

3. a. Protocol.  Electronic mail is the ordinary channel for communication between the Agency and 
potential bidders.  The Agency will disclose information relating to this RFP by delivering an electronic 
mail message delivered to persons registered as potential bidders or posting the information on its 
Website.  The Agency may also contact a potential bidder by telephone or personal interview.    

 b. Limitation.  The Agency may, but is not required to, respond to every question or comment that 
is submitted by a potential bidder.  The Agency may, but is not required to, memorialize or 
disclose information that it provides or receives in the course of communications with a selected 
bidder.  

4. Website.  The Agency customarily places documents relating to the issuance of RFPs on its Website: 
http://www.legis.state.ia.us/contracts, such as past RFPs, bidder proposal forms, Agency responses 
to questions or requests submitted by potential bidders, the Agency's scoring results of the bidders' 
proposals, and the executed contract. 

D. Supplemental Information.  A potential bidder who is interested in obtaining supplemental information 
regarding the Redbook (e.g., sample pages or electronic files) should contact the Agency. 

E. Interviews.  The Agency reserves the right to personally interview a select number of bidders.   
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III.  CONTENTS OF A PROPOSAL FORM 
 

A. Property Rights.  A Proposal Form (RB-3) submitted to the Agency is the property of the Iowa General 
Assembly.  The Agency will serve as custodian of the Proposal Form.  The contents of the Proposal Form 
will not be considered proprietary or a trade secret.  The Agency will not act as a party in any lawsuit to 
protect the rights of a potential bidder, bidder, selected bidder, or contractor. 

B. Disclosure.  The Agency will disclose all contents of the completed Proposal Form accepted by the 
Agency in a manner consistent with Iowa Code Chapter 22 (the Iowa Public Records Law) within a 
reasonable time after the deadline for submissions.  By submitting the Proposal Form to the Agency, a 
bidder waives any claim that information contained in the Proposal Form is confidential.  

C. Manner.  In completing the Proposal Form, a bidder should comply with all of the following:  

1. Directness.  All questions in the Proposal Form shall be answered in an objective, specific, clear, and 
 concise manner.   

2. Supplemental Information.  Supplemental information which does not directly respond to a question in 
the Proposal Form should be identified. 

3. Alternatives.  Any alternative approach or specification should be identified and explained. 

 

IV.  SELECTION PROCESS 
 
A. General Procurement Policy.  The selection of a bidder as a potential contractor is based on the 

procurement policies of the Agency, which include factors relating to a prospective bidder's competence, 
meeting of service or product specifications, and reasonableness of price; the posting of security; the 
preference of Iowa-based businesses if comparable in price; the disclosure of assignments; the inclusion of 
renewal options; and the imposition of liquidated damages and other penalties for breach of a requirement.   

B. Scoring Sheet.  The Agency will select a bidder according to a scoring sheet.  The following is an example 
of scoring sheet which may provide an indication of how the Agency evaluates timely submitted and 
completed proposal forms.   

Model Scoring Criteria 
 

Bidder's Score Criteria Maximum 
Score Name Name Name  Name 

Bid Amount 160     

Compliance with Standards (Production 
Materials) 

50     

Compliance with Delivery Requirements 20     

Qualifications  (Relevant Publishing 
Experience)   

20     

Control Over Production  20     

In-state Production 10     

Adequate Responses  20     

TOTAL 300     
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C. Selection of Bidder.  The Agency is under no obligation to select any bidder as a potential contractor.  The 

initial selection of a bidder means that the Agency will negotiate in good faith with the selected bidder.  If the 
Agency determines that it cannot execute a contract with the potential contractor, it may select a new bidder 
based on the next highest score, reissue this RFP, issue a different RFP, or renew an existing contract 
according to the terms of that contract. 

 
PART X.  EXAMPLES  

FRONT COVER (2005-2006 EDITION) 
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FRONT COVER AND SPINE (1999-2000 EDITION) 
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FORMAT OF COMPOSED PAGES (2005-2006 EDITION) 

 (Genuine Photographs Are in Color) 
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FORMAT OF COMPOSED PAGES (2005-2006 EDITION) 
LEGISLATIVE BRANCH 

IOWA SENATE DISTRICTS 
Effective Beginning With the Elections in 2002 for 

the 80th Iowa General Assembly 

 

 

g:contracts/REDBOOK/2007/INSTRUCT FORM 2007.doc  


