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Request for Proposal #24-021 

Marketing Print Services 

CALENDAR OF EVENTS 

Issue date  July 18, 2024 

Deadline for requests for RFP Interpretation  5:00 pm CDT July 25, 2024 

Phase I Technical Proposals and Price Proposals Due  2:00 pm CDT August 13, 2024 

Notification of shortlisted agencies/firms selected for 
Phase II Oral Presentations and Price Discussion (if 
necessary) 

5:00 pm CDT August 22, 2024 

 
Phase II Oral Presentations and Price Discussion by 
selected agencies/firms (if necessary) 

TBD August 27-29, 2024 

Anticipated Selection of Proposer(s) 

 
                     
 
 
 
 

September 5, 2024 

Transitions (as needed)  September 5-30, 2024 

   

TROY desires to begin fully functioning print on demand 
service no later than October 1, 2024. 
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INTRODUCTION 

Troy University (TROY or the University) is soliciting proposals for high-performance commercial printing and 

related production and technology-solution services. From account management and planning to industry-leading 

print-on-demand; from award-winning design to strategic direct marketing; from engaging displays and exhibits to 

break-through signage and promotional products; from custom packaging and production to expert warehousing, 

kitting and fulfillment; from commitments to proofreading and quality control to on-time, dependable 

performance, Troy University is looking for the right partner(s) to help them achieve their goals while also being 

good stewards of TROY resources.   

The selected proposer(s) will work with the Office of Marketing and Communication and the Office of Enrollment 

Management to achieve the University’s goals for growth and enhancing the brand through innovative print and 

related marketing. The proposer(s) must have a successful record of assisting organizations achieve their goals 

through leading-edge commercial print, mail, distribution and other related services. TROY is looking for strategic 

partner(s)—sophisticated, highly integrated and engaged firm(s) with strong subject matter expertise, creative 

capabilities, and a proven, results-oriented background in print-on-demand and direct marketing. The University, 

ultimately, seeks to find a team that leads with a passion for innovation, a powerful can-do attitude, and the 

experience needed to provide real solutions that are both efficient and fiscally smart.  

THE TROY UNIVERSITY STORY 

Educate the mind to think, the heart to feel, the body to act. - TROY Motto 1887 

Founded in 1887 in Troy, Alabama as a normal school for teachers, today Troy University reaches students around 

the world through more than 200 quality degree options offered in face‐to‐face, online and blended formats. TROY 

is a student‐focused, public institution serving nearly 15,000 traditional, nontraditional, international and military 

students with more than 175,000 alumni worldwide.  

BRAND ATTRIBUTES 

Troy University’s brand attributes are: 

• International (global) – “Alabama’s International University” 

o Accessible 

o Large, far-reaching 

o Multicultural 

• Friendly, with a “culture of caring” 

o Warm & Inviting 

o Individual attention / students are known by name 

• Proven – “Value” 

o 137 years of traditions and excellence – Consistently ranked among the “Best” in the Nation 

o 175,000+ alumni worldwide – “Trojan Warriors One & All” 

o Accredited by the Commission on Colleges of the Southern Association of Colleges and Schools 

o Quality academics – Sorrell College of Business achieved dual AACSB accreditation this year. 

o Winning Division I athletic programs – “One TROY” 

o 70+ years of service to military-affiliated students – TROYCOM and TROY for Troops 
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o Pioneer in online learning – “Alabama’s Online Leader” 

o Preparing students for the World of Work and more 

• Responsive to markets, communities and individuals 

o Lifelong 

o Supporting resources 

o Affordable 

• Value-centered – “The Trojan Way” 

o Community / Service-oriented 

o Respected 

• Forward-thinking – “TROY for Life” 

o Creative 

o Innovative 

o Entrepreneurial 

o Agile 

 

FOCUS AREAS AND AUDIENCES 

TROY focuses marketing resources on several primary strategic areas, communicating to a range of audiences.  

• Enrollment, branding and awareness 

o Traditional Troy Campus prospects and current Troy Campus students 

▪ High school students  

▪ Transfers from two-year schools and other institutions 

▪ High school dual-enrollment (Accelerate) students 

▪ Parents 

o Nontraditional prospects and current in-class or online adult students 

▪ Online and Blended (online and in class) 

▪ Adult prospects with some higher education experience transferring credits  

▪ Adult prospects with no previous higher education credits 

▪ Adult prospects who have completed their undergraduate education and now 

wish to pursue a master’s or doctoral degree 

▪ Community and corporate partner members 

▪ Alumni wishing to return to college to complete or advance their education 

o International prospects  

▪ Priority languages for translation include Mandarin, Vietnamese and Spanish 

▪ Top areas of focus include China, Asia and Latin America 

▪ Student prospect categories: 

• Prospects wishing to study in the United States as full-time 

undergraduate or graduate students 

• Prospects wishing to study English as a Second Language (ESL) 

• Prospects wishing to study abroad with a partner institution 

▪ Parents making financial / travel decisions 

o Military / veterans / military family prospects 

▪ All military branches 

▪ Active duty and retired 
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▪ Spouses and dependents 

▪ Army and Air Force ROTC candidates 

• Advancement, Giving & Economic Development 

o Current and retired faculty and staff 

o Current students, alumni and friends 

o Corporate and community partners 

o Athletic fans, friends and partners (troytrojans.com) 

o Grantors and charitable organizations 

o Legislative and government affairs 

o State, federal and local officials, boards and regulatory bodies 

o Peer Institutions and other voting/ranking entities 

o News media and other owned and earned media opportunities (troy.today) 

o Tourist, related bureaus and hospitality partners 

 

LOCATIONS 

A list of Alabama campuses, support center locations and international sites is attached (see Appendix A). 

AFFILIATES 

TROY-affiliated organizations, including but not limited to:  

• Troy University Foundation 

• Troy University Rosa Parks Museum and Library 

• Troy University Janice Hawkins Cultural Arts Park and International Arts Center 

• Troy University IDEA Bank 

• Troy University Coleman Center for Early Learning and Family Enrichment 

• TROY Alumni Association (including all local chapters) 

• TROY Student Organizations (including all chapters and affiliates) 

• TROY Athletics  

• Externally funded grants and contracts of TROY 

• The Johnson Center for Political Economy 

 

TROY PRINT MARKETING OVERVIEW 

Troy University has a wide variety of marketing print assets including viewbooks, brochures, inserts, posters, flyers, 

postcards, magazines, annual reports, calendars and much more. Additional items covered in this RFP include 

point-of-service materials, out-of-home, event materials, exhibits and more. The Marketing print plan supports 

four primary campus locations in Alabama, 12 additional support centers in the Southeastern U.S. and TROY 

Online. The plan is comprehensive in that it supports Troy University’s message at the international, national and 

local levels across a variety of target audiences. A direct response strategy is often leveraged to advance the TROY 

brand. However, Troy University’s primary goal is to drive enrollment at the associate, undergraduate, graduate 

and doctoral levels.  



 

Troy University RFP 24-021 for Marketing Print Services Page 6 
 

Marketing print expenditures under an awarded RFP for one fiscal year are anticipated to be between $200 

thousand and $400 thousand. This amount includes printing, direct mail, print-on-demand, supply-on-demand, 

email services, collateral, warehouse, kitting, fulfillment, and other services referenced in this RFP.  

Beginning with a full-service option, a list of service categories and related requirements are contained in the 

“Scope of Services” and “Phase 1: Technical proposal” sections that follow. Proposers are invited to respond to all 

categories that pertain to their offerings and expertise.  

 

SCOPE OF SERVICES 

Troy University is seeking proposals for services in the categories listed below. Each proposer must specify the 

categories of services for which it is submitting a proposal and respond accordingly as specified in this document. 

Use the Technical Proposal Form (Appendix B) for additional category details and to select all categories that apply 

to the services offered in your RFP response.  

 

CATEGORIES 

1. Full Service: All commercial print marketing and related production and technology-solution services 

including, but not limited to, digital, sheet-fed, web-press, screen-print, large-format and other print 

production; web-based, custom, print-on-demand services; distribution-related services including 

customer relationship management, automated direct response marketing, warehouse and fulfillment; 

USPS strategy, management and mailing services; online strategy, management and flighting; and expert 

services as listed below. 

2. Customizable, print-on-demand web-based software platform with full-service production and fulfillment 

capabilities 

3. Digital printing including flyers, posters, postcards, brochures, business cards, letterhead and other short-

run materials. 

4. Sheet-fed collateral printing including viewbooks, brochures, annual reports, calendars and more 

5. Screen-printing including event materials, exterior and interior signage and other promotional items 

6. Web printing including magazines, newspapers, booklets and other web press appropriate items. 

7. Large format printing including interior, exterior and out-of-home materials on a variety of substrates 

8. Warehouse, Kitting & Fulfillment across the United States 

9. Mail house services for processing, certifying addresses, etc. for lists provided by TROY and for list 

purchased either by service provider, Troy University or third-party vendor. 

10. Expert services (project-by-project contract) 

a. graphic design / page layout 

b. original art / illustration 

c. copywriting, proofreading / editing 

d. direct marketing, lists negotiation and buying, distribution 

e. warehouse and fulfillment services 

TROY reserves the right to award to one proposer or multiple proposers, make a partial award, or no award as 

deemed in its best interest. Other services may be requested as needed under the resulting contract(s). 
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PHASES OF THE RFP 

Phase I: In Phase I, all proposers will provide a Technical Proposal demonstrating the categories of offered services 

and a Price Proposal to cover offerings. See Appendix B for the Technical Proposal Transmittal Form and Appendix C 

for the sample Price Proposal. A bid bond in the amount of $5,000 is required for all proposals exceeding $50,000.  

Phase II: In Phase II, selected proposers may be asked to provide an Oral Presentation and Price Discussion. 
Additional details will be provided to those selected to participate including the topics, time periods, and requested 
personnel. 

Contract Award:  The successful proposer(s) shall submit a proposed agreement(s), the scope and terms of the 

contract shall consist of the RFP, any amendments thereto, and the vendor’s proposal in response to the RFP.  

 

RFP REQUIREMENTS 

Proposers submitting a response to this RFP must be aware and willing to perform all requirements listed in the 

following sections: General, Phase I, Phase II and RFP Award Requirements, as well as any subsequent requirement 

additions and/or edits made through official RFP addenda(s). 

 

GENERAL REQUIREMENTS 

1. Purpose.  

The purpose of this RFP is to establish a contract (or contracts) for marketing print services for Troy 

University. The categories of service requirements are contained in the “Scope of Services” and “Phase I: 

Proposal” sections.  

 

2. Professional Expectations 

Proposers interested in presenting proposals must demonstrate substantial experience and expertise in 

their categories of service. If there are any conflicts of interest, including performance of work for a 

competitor of Troy University, or if there are any potential barriers to completing the projects under this 

solicitation, the firm must disclose these issues in the response to this RFP.  

In addition, all proposers must agree to the following terms and be willing to provide the following 

services upon successful completion of RFP and subsequent contract award: 

a) The proposer(s) will participate in developing TROY's print marketing plans, be part of the team, and 

always act to help TROY achieve its strategic goals and objectives. 

b) The proposer(s) will assist TROY in analysis, research and planning for all projects and activities 

undertaken within the scope of the contract.  

c) Proposer(s) will provide competent and experienced staff for the TROY account, as needed, to develop 

and maintain a positive, productive relationship and to meet all agreed-upon project timelines. 

d) If requested, proposer personnel shall be available to attend planning meetings, budget reconciliation 

meetings, and other meetings reasonably requested during the contract's term in a timely manner. 
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e) To facilitate the transition, the proposer(s) shall, at no cost to TROY, attend start-up meetings with 

appropriate TROY representatives. These meetings will address TROY's expectations and the transition 

of current and proposed projects. The proposer should also be able to participate in video-conferencing 

with the TROY representatives throughout the contract term. 

f) Proposer(s) will work with TROY to identify strategic issues that may arise in the specific area for which 

it is proposing, perform relevant work to study the issues, and recommend actions in response to 

findings. Proposers will work closely at all times with the Marketing and Communication team, the 

Enrollment Management team, and other relevant TROY team members, which may include various 

personnel as appropriate. 

g) All marketing research and associated results will be the property of TROY and cannot be shared 

without the express prior written consent of a TROY official. 

h) All findings will remain confidential unless specific written approval of a TROY official is provided. 

i) All imagery, designs, and audio-visual representations produced while under contract will become the 

property of TROY. 

j) All ideas, innovations and patents created under contract will become property of TROY. 

k) All copy (taglines, slogans, or themes), design, photography, videography, audio-visuals, artwork, 

graphic and musical jingles exclusively prepared for TROY will become the sole property of TROY.  

l) Original, native layered art files produced under contract are the sole property of TROY and should be 

made available upon request. TROY reserves the right to edit/adapt originals as needed. 

m) The proposer(s) must be able to secure any stock photographs or illustrations needed to execute 

concepts. However, authentic, truly TROY images remain the priority for all work.  

n) Proposer(s) must stay up-to-date on TROY's brand and style guide, as well as companion/partner assets 

to properly support contract efforts. See Appendix D for style guide samples.  

o) Any and all technology updates over the life of the contract, including any renewal options, are 

considered a requirement of the same contract and are expected to be included at no additional cost 

to the University. 

p) Proposer(s) will provide concept development and production of communications as assigned. The 

proposer(s) may be requested to acquire various production and creative materials and related services 

with third parties on behalf of TROY. With written, advanced approval of a cost estimate, these 

acquisitions may be reimbursed to the proposer. A markup or commission may or may not be allowed, 

depending on the circumstances. However, costs must be pre-approved before production begins. 

q) TROY is a nonprofit educational institution and is eligible for discount pricing and tax exemption. 

Awarded proposer(s) must also directly pay all media and production invoices and submit these 

expenses monthly to TROY for reimbursement. TROY will provide its awarded proposer(s) with a copy 

of its sales tax exemption certificate. 

r) In addition to the requirements set forth above, TROY is also interested in other marketing services 

proposers can provide, particularly innovative ideas to control costs and increase efficiency.  

 

3. Commitment of the University.  

Troy University (TROY) reserves the right to withdraw this RFP at any time and for any reason. Receipt of 

proposal materials by the University or submission of a proposal to the University confers no rights upon 

the proposer nor obligates the University in any manner.  

 

4. Award.  

A contract or contracts, based on this RFP, may or may not be awarded. Any contract resulting in an 

award from the RFP is invalid until properly approved and executed by the Chancellor or approved 
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designee on behalf of Troy University. Any agreements shall be construed and interpreted according to 

the laws of the State of Alabama. 

 

5. Issuing Office.  

This RFP is being issued by and sealed proposals (4 hardcopies + one flash drive) are to be submitted to:  

Troy University 

April Johnson, Director of Procurement and Asset Management 

100 University Park 

Troy, AL 36082  

August 13, 2024 2:00 pm 

Attention:  Marketing Print Services RFP 24-021 

 

6. Offer of Gratuities  
By submitting a proposal, the proposer certifies that no official or employee of the University has or will 

benefit financially or materially from this contract. The University may terminate the Contract if it is 

determined that gratuities of any kind were either offered to or received by any official or employee of the 

University from the potential Proposer, his agent, or employees. 

7. Restrictions on Communicating with University Staff 

From the issue date of the RFP, until a proposer(s) is(are) selected and selection(s) is(are) announced, 

proposers are not allowed to communicate with any University staff except:  

1. Ms. Leslie Scrushy, lscrushy@troy.edu 
2. Dr. Blake Bedsole, cbbedsole@troy.edu   
3. The Purchasing and Asset Management department 
4. University Representatives during oral presentations and demonstrations 

The University shall reserve the right to reject a proposal for violation of this provision. Current partners 

with the University will continue to communicate with assigned teams for the purposes of completing 

ongoing work. That excludes discussions regarding this RFP and any proposals they intend to submit. 

8. Oral Commitments 

Proposers should clearly understand that any verbal representations made or assumed to be made during 

any oral discussions held between representatives of potential proposers and any Troy University personnel 

are not binding on Troy University unless confirmed in writing by Ms. April Johnson or her designee. 

Proposers shall be accorded fair and equal treatment concerning any opportunity for discussion, 

negotiation, and clarification of proposals.  Any oral clarifications of substance shall be reduced in writing 

by the proposer when requested by TROY. 

9. RFP Interpretations 
No interpretation of the meaning of the contract documents as defined in the scope of services, nor 

correction of any apparent ambiguity, inconsistency, or error therein will be made to proposers orally. Every 

request for such interpretation or correction shall be addressed in writing to:  

Troy University 

April Johnson, Director of Procurement and Asset Management bids@troy.edu AND 

Leslie Scrushy, AVC for Marketing and Communication lscrushy@troy.edu  

mailto:lscrushy@troy.edu
mailto:cbbedsole@troy.edu
mailto:bids@troy.edu
mailto:lscrushy@troy.edu
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Any such requests for interpretation or correction must be received by the deadline shown in the Calendar 

of Events (page 1) in order to be given consideration. All such interpretations and supplemental instructions 

will be transmitted by email to all proposers no later than five (5) working days prior to the last day for 

submitting proposals. 

For marketing print clarifications, submitted questions will be forwarded via email to Ms. Leslie Scrushy, 

Associate Vice Chancellor for Marketing and Communication, at lscrushy@troy.edu for response, which will 

also be provided in writing according to the same timeframe as above, and copied via email to Mrs. April 

Johnson in Purchasing and Asset Management, at acjohnson@troy.edu.   

10. RFP Addenda 
Addenda to this RFP may be necessary prior to the closing date and will be furnished by mail or email to all 

prospective proposers if needed. Failure to acknowledge receipt of addenda in accordance with instructions 

contained in the addendum may result in the proposal not being considered.  

11. Confidentiality and Proprietary Information 
During this RFP, proposer and the University may have access to certain confidential and proprietary 

materials of each other. Neither the University nor proposer shall disclose any of the other party's 

confidential or proprietary information, directly or indirectly, during or after the term of this RFP. The 

parties shall not photocopy or otherwise duplicate any such material without the prior written consent of 

the originator. All confidential and other proprietary information shall remain the exclusive property of its 

originator and shall be returned thereto immediately upon request. In the event of any breach of this 

provision, the offended party shall be entitled to equitable relief, including an injunction or specific 

performance, in addition to all other remedies otherwise available. This provision shall survive the 

completion of this RFP. Awarded proposer(s) may be required to sign a non-disclosure agreement.  

12. Litigation Clause 
This agreement shall be governed by the laws of the state of Alabama as to its interpretation and 

performance without regard to its choice of law requirements. Should either party be required to legally 

enforce this agreement, then suit shall be filed in the Circuit Court of Pike County, Alabama, as the exclusive 

venue to adjudicate the same, and the non-prevailing party shall be responsible for the expenses of the 

prevailing party, including reasonable attorney’s fees as a result of such litigation.  

 

REQUIREMENTS FOR PHASE I 

 
1. Technical Proposal and Price Proposal 

All proposers responding to this RFP are required to submit a Technical Proposal and a Price Proposal to be 

considered. See Appendix B for the Technical Proposal Form and Appendix C for the sample Price Proposal. 

 

2.  Bid Bond 

Troy University Purchasing Policy provides that all proposers are required to furnish a bid bond on any 

contracts for services exceeding $50,000. A bid bond is designed to secure a particular bid until it is either 

rejected or accepted and a contract is made and secured or goods are received.  

Agencies/firms are required to purchase no less than a $5,000 bid bond, preferably in the form of a surety. 

Bid bonds must be received with your Technical Proposal and Price Proposal. 

mailto:lscrushy@troy.edu
file:///C:/Users/acjohnson/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/CVXQGUB5/acjohnson@troy.edu
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For the successful proposer, a bid bond remains in effect until the following: 

• A proposer who is providing goods or materials has received an approved Troy University Purchase 

Order or contract, or  

• A proposer who is providing services has been notified of award. The bid bond for the successful 

proposer will remain in the possession of the Troy University Purchasing Department until such 

time as a performance bond can be presented to the University for the services under contract.  

3.  Examination of RFP Document  
The proposer is encouraged to carefully examine all related RFP documents to become fully informed. The 

proposer is responsible for collecting all necessary data required for developing its proposal for the 

described services.  

2. Submissions 
Proposer must submit four hardcopy original documents and a flash drive that contains the proposal. The 

flash drive and original documents will become the property of TROY. 

Sealed proposals will be received until the date shown on the calendar of events at which time bids will be 

opened publicly.  Proposals received after the date and time specified will not be accepted. 

Sealed Proposals should be either mailed or hand delivered to: 

Troy University 

April Johnson 

Director of Procurement and Asset Management 

100 University Park 

Troy, AL  36082 

The outside cover should be clearly marked as: 

Proposal for Marketing Print Services  

RFP #24-021 

Name of Company 

August 13, 2024 2:00PM CST 

 

3. Proposal Addenda and Rule for Withdrawal 
Prior to the deadline date specified for receipt of Phase I, a proposal may be withdrawn by submitting a 

written request for its withdrawal to the address listed above. Unless requested by the University, the 

University will not accept any addenda, revisions, or alterations to proposals after the Phase I due date. 

Any submitted proposal shall remain valid for six (6) months after the Phase I due date.  

4. Rejection of Non-Responsive Proposals 
Proposals shall be considered non-responsive if they contain omissions, alterations of unacceptable 

conditions or limitations, or other irregularities of any kind. TROY may reject non-responsive proposals.  
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REQUIREMENTS FOR PHASE II 

1. Oral Presentation/Demonstration and Price Discussion 

Selected proposers may be required to make a presentation/demonstration of their proposal as well as 

offer clarification of their price proposal.  Only those proposers selected by Troy University may be invited 

to present. 

REQUIREMENTS FOR RFP AWARDS 

1. Execution of Contract  

The proposer(s) to whom the contract(s) is(are) awarded shall, within ten (10) days after prescribed 

documents are presented for signature, execute and deliver to TROY the contract in substantial form, and 

include those items added or deleted during negotiations. The proposer shall also provide satisfactory 

evidence of all required insurance coverage, bonds, and proof, satisfactory to TROY, of the authority of the 

person executing the contract on behalf of the proposer.  

 

The above documents must be furnished, executed, and delivered before the contract will be executed by 

TROY. The contract will not be binding upon TROY until it has been executed by TROY and a copy of such 

fully executed contract is deliverable to the proposer. The contract shall be for a term of one year with an 

option for annual renewal for a period not to exceed a cumulative total of five years, at the sole discretion 

of TROY.  

 

2. Form of Contract  

The successful proposer(s) shall submit a proposed agreement(s), the scope and terms of the contract shall 

consist of the RFP, any amendments thereto, and the vendor’s proposal in response to the RFP. In the 

event that an issue is addressed in one document that is not addressed in the other documents, no conflict 

in language shall be deemed to have occurred. However, the University reserves the right to clarify any 

contractual relationship in writing with the concurrence of the proposer, and such written clarification shall 

govern in case of conflict with the applicable requirements stated in the RFP or the proposal. In all other 

matters not affected by the written clarification, if any, the RFP shall govern.  

No modifications or changes in any provision in the contract shall be made, or construed to have been 

made, unless such modification is mutually agreed to, in writing, by the proposer and the University and 

incorporated as a written amendment to the contract. Memoranda of understanding and correspondence 

shall not be construed as amendments to the contract.  

The contract shall be construed according to the laws of the State of Alabama. Any legal proceedings against 

the University regarding this RFP, or any resultant contract, shall be brought in the State of Alabama, 

administrative or judicial. 

3. Deviations from the Form of Contract 

Stated requirements appearing elsewhere in the RFP shall become a part of the terms and conditions of 

any resulting contract. Any deviations, therefore, must be specifically defined by the proposer in the 

proposal which, if successful, shall become part of the contract, but such deviations must not be in conflict 

with the basic nature of this RFP. 
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4. Performance Bond 

Troy University policy provides that a bond in a responsible sum for faithful performance of the contract, 

with adequate surety, shall be required in an amount specified in the advertisement for bids. The 

performance bond shall be set at no less than 10% of the total contractual amount or at a stated amount of 

no less than the cost of one month’s service, whichever is greater.  A performance bond must be in effect 

prior to the first date of service. Upon award of the bid, the successful proposer(s) will be responsible for 

providing a Performance Bond, which should be valid until all work associated with this project has been 

completed. The performance bond should be presented to the Troy University Purchasing Department 

before a purchase order is issued. No goods are to be delivered and no work is to begin without an official 

Troy University purchase order. 

5. Disclosure Forms 

State of Alabama Act 2001-955 requires that the Proposer Disclosure statement be completed and filed with 

all proposals, bids, contracts or grant proposals to the State of Alabama in excess of $5,000.00. A proposer 

disclosure statement is not required for contracts for gas, water, and electric services, where no competition 

exists, or where rates are fixed by law or ordinance. In circumstances where a contract is awarded by 

competitive bid, the disclosure statement shall be required only from the person receiving the contract and 

shall be submitted within ten (10) days of the award. A new proposer disclosure statement is required for 

each purchase in excess of $5,000.00 regardless of prior purchases. A current proposer disclosure statement 

must be on file before invoices can be processed for payment. 

 

6. Compliance with the Law 
Proposer shall comply with all applicable laws, ordinances, rules and regulations relating to the Services 
provided under this Agreement.  
 
Alabama Immigration law (Alabama Law (Section 31-13-9 (a) and (b), Code of Alabama, 1975))  

The State of Alabama passed new legislation effective January 1, 2012 known as the Beason-Hammon 

Alabama Taxpayer and Citizen Protection Act, Act No. 2011-535. This legislation requires anyone receiving 

state monies to verify they are in compliance with the new immigration law. State Agencies, including Troy 

University are required to withhold payment until proper verification has been obtained. 

 
7. Insolvency 

In addition to all other rights herein, either party hereto may terminate this agreement without prior notice 

should the other party become insolvent, voluntarily file for bankruptcy or receivership, or make any 

assignment for the benefit of creditors, or should the other party have commenced against it any proceeding, 

suit or action in bankruptcy or receivership provided such proceeding, suit or action is not dismissed within 

thirty (30) days.  

TROY’s financial status depends directly upon appropriations from the state of Alabama. Therefore, this 

agreement, and its continuation, is hereby expressly made contingent upon TROY actually receiving from the 

state of Alabama an appropriation in sufficient amount so as to allow TROY to meet its financial obligations. 

Such determination shall be made solely by TROY and such determination shall be final and binding upon 

both parties. If at any time TROY shall determine that its appropriation is not adequate to allow it to meet 

its obligations, then in such event TROY shall be allowed to terminate this Agreement, upon 90 days written 

notice to proposer, with all other termination and final settlement provisions remaining applicable hereto.  

8. Insurance 
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Awarded firms are to provide a copy of Certificate of Insurance verifying firm's coverage for Commercial 

General Liability, Workmen's Compensation, and Automobile Liability and Professional Liability Insurance. 

 

9. Confidentiality and Proprietary Information 
During the term of this agreement and subsequent contracts, proposer and the University may have access 

to certain confidential and proprietary materials of each other. Neither the University nor proposer shall 

disclose any of the other party's confidential or proprietary information, directly or indirectly, during or after 

the term of this agreement. The parties shall not photocopy or otherwise duplicate any such material without 

the prior written consent of the originator. All confidential and other proprietary information shall remain 

the exclusive property of its originator and shall be returned thereto immediately upon termination of this 

agreement. In the event of any breach of this provision, the offended party shall be entitled to equitable 

relief, including an injunction or specific performance, in addition to all other remedies otherwise available. 

This provision shall survive termination of this agreement.  Awarded proposer(s) may be required to sign a 

non-disclosure agreement.  

As a reminder, certain student data must be protected under the provisions of FERPA (Family Educational 

Rights and Privacy Act) and the Gramm-Leach-Bliley Act. The selected firm or firms must have administrative, 

technical and physical safeguards to protect the security, confidentiality and integrity of the University’s 

confidential information.  

10. Assignment 

This agreement, or any portion thereof, may not be assigned by either party without the written consent of 

the other. 

11. Catastrophe 

Neither proposer nor TROY shall be liable for failure to perform its respective obligations hereunder when 

such failure is caused by fire, explosion, water, act of God, civil disorder or disturbance, strikes, vandalism, 

war, sabotage, weather and energy-related closings, governmental rules or regulations, failure of third 

parties to perform their obligations with respect to the services, or like causes beyond the reasonable control 

of such party, or for real or personal property destroyed or damaged due to such causes. 

 

12. Severability 
If any term or provision of this agreement or the application hereof to any person or circumstance shall, to 
any extent or for any reason be invalid or unenforceable, the remainder of this agreement and the 
application of such term or provision to any person or circumstance other than those as to which it is held 
invalid or unenforceable shall not be affected thereby, and each remaining term and provision of this 
agreement shall be valid and enforceable to the fullest extent permitted by law.  
 

13. Amendments to Agreement 
All provisions of this agreement shall remain in effect throughout the term hereof unless the parties agree, 
in a written document signed by both parties, to amend, add or delete any provision. This agreement 
contains all agreements of the parties with respect to matters covered herein, superseding any prior 
agreements and may not be changed other than by an agreement in writing signed by the parties hereto.  
 

14. Entire Agreement 

This agreement and its attachments and other documents specifically incorporated by reference herein 

contains the entire understanding and agreement of the parties concerning the matters contained herein, 

and supersedes and replaces any prior or contemporaneous oral or written contracts or communications 

concerning the matters contained herein.  
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PHASE I: TECHNICAL PROPOSAL AND PRICE PROPOSAL INSTRUCTIONS 

 

All proposers responding to this RFP will be required to submit a Technical Proposal and a Price Proposal by the due 

date shown in the Calendar of Events. See Appendix B for the Technical Proposal Form and Appendix C for the sample 

Price Proposal. 

TECHNICAL PROPOSAL INSTRUCTIONS (SEE APPENDIX B)  

Proposals shall be submitted in the format contained in the Request for Proposal. This material must be in sequence 

and related to the Request for Proposal. The University will make no reimbursement for the cost of developing or 

presenting proposals in response to this Request. Only information specifically related to this type of project will be 

evaluated. Proposals must present the following information in the sequence shown.  

❑ Cover Sheet: Technical Proposal Form (Appendix B)  

 

❑ Section A: Agency / Firm Profile and Experience 

a. Agency Details: Provide the following: 

1. Description of your firm’s relevant qualifications to perform the requested and offered services. 

2. Company overview, corporate background, mission statement, and/or philosophy; 

3. Primary business focus or specialty; 

4. Headquarters location; 

5. Number of years your company has been in business; 

6. Length of experience in providing commercial print services; 

7. Size of company and number of employees by job classification; 

8. Gross billings of the firm for the last five (5) years; 

9. Total billings matrix by media/service category type (percentage):  

10. List of top ten (10) higher education clients by billing for all services that the firm provides 

11. List of top ten (10) higher education clients by billing for the services being offered to the 

University 

12. Competitive research capabilities; and, 

13. Any other notable facts that may demonstrate your firm’s unique qualifications and aid in the 

selection process. 

14. TROY may, at its sole discretion, request Financial Statements of the shortlisted firms so that the 

proposer’s financial stability and capacity may be evaluated by TROY prior to the award decision. 

b. Work for other institutions of higher education 

The proposer is to describe its current work for other higher education institutions, as well as its work 

for higher education institutions conducted in the previous two years.    

c. Sample Contracts  

The proposer is to provide three (3) contracts on which he/she deems the most similar or relevant to 

the TROY requirements and the services being offered. Use client and short case studies to illustrate 

performance examples for the specific services being offered. These contracts should be of similar size, 

scope and complexity to Troy University. 

The following are to be provided: 

1. Client name, address, name and telephone number for Account Manager assigned to contract 

2. A brief, but informative description of the marketing and/or communication effort provided 

including the specific services provided with portfolio samples; 
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3. The dollar volume for the contract/project; 

4. The term of the contract (start date and completion date); or note ongoing 

5. Similarities to the TROY contract as described in this RFP. 

d. Firm References 

Only the selected proposers for phase II will have their references contacted. However, all firms 

responding must supply this information. The University intends to check references of the above 

contracts/projects of those proposers who remain eligible for award following the Oral Presentation 

and Price Discussion sessions. The University reserves the right to verify all information given if it so 

chooses, as well as, to check any other sources available including itself even if not provided as a 

reference by the proposer. References will be held in the strictest of confidence. Such references are 

to be from different contracts; that is, only one reference per contract is allowed. 

 

❑ Section B: Key Personnel/Staffing Qualifications/References 

a. Personnel Details 

Companies are to present a plan for the management and staffing of the print services being offered 

to the University. The Plan shall delineate between full-time and part-time employees, as well as, 

associated schedules and labor hours. 

If the firm has multiple locations, TROY is primarily interested in the capabilities and experience of the 

office and specific individuals who will provide the majority of the required services to TROY. Unless 

specifically otherwise stated, all requested information about the proposers should be limited to the 

local office and the individuals that will serve TROY. The response should also include details of the 

expected interaction with the TROY’s Office of Marketing and Communication and Office of Enrollment 

Management. 

Provide an organizational chart showing the management structure of the company with a description 

of the qualifications, credentials and the location of upper-level management and regional 

management support staff, as well as, those actually assigned and dedicated to manage this account. 

Information to be included is the following: (i) Key Personnel’s (Account Manager, Marketing 

Personnel, Creative Personnel, etc.) Names, Titles, and Roles; (ii) Area of expertise; (iii) Geographical 

Location; and (iv) Brief description of qualifications and credentials. 

 

❑ Section C: Acknowledgement of Review of TROY Contract Terms and Conditions 

The proposer is to warrant that they have reviewed all requirements included in this RFP and will execute 

a contract with these mandatory terms and conditions upon request by TROY, as may be negotiated. Any 

exceptions to the Contract are to be noted. Proposer is to also acknowledge that TROY is under no 

obligation to accept such requested exceptions and, as a result of such exceptions, may elect to find the 

proposer not susceptible of the award(s) of the Contract(s).  

 

❑ Section D: Disclosure  

If there are any conflicts of interest, including performance of work for a competitor of Troy University, or 

if there are any potential barriers to complete the performance of this project, the firm must disclose issues.  
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PRICE PROPOSAL INSTRUCTIONS (SEE APPENDIX C) 

 

The Price Proposal must be submitted with the Technical Proposal. Proposer must submit four hardcopy original 

documents and a flash drive that contains the proposal.  The flash drive and original documents will become the 

property of TROY.   

a. A sample Price Proposal form is included in Appendix C. In addition to providing a pricing bid as shown 

in the sample Price Proposal form, alternate pricing structures may also be submitted based on a 

proposer’s unique offerings. 

1. It is anticipated that companies will provide hourly billing rates (inclusive of all expenses, overhead 

and profit) for its staff that will be the maximum charged for any project/marketing effort done 

under this contract. The quoted hourly billing rates will be valid for the first year of the contract. 

2. For any work done under the resulting contract, the contractor will provide a quotation using the 

quoted hourly rates as a maximum for the level of effort applicable to the project for review and 

approval by the University. 

3. TROY will also reimburse the agency for the actual cost of media, out-sourced creative or other 
third-party services expenses, travel1 to focus groups or other events requested by TROY, etc. on 
a monthly basis. Firms will quote a maximum dollar or percent mark-up for:  
a. subcontractors/outside sources and 
b. commission for media buys 
c. Proposed fees and the reimbursed costs shall be exclusive of any taxes for which TROY is 

exempt, such as the State of Alabama Sales Tax and Federal Excise Taxes. For any work done 
by subcontractors/outside sources or for any media buys, these will be the maximum percent 
mark-up allowed. The successful contractor will provide a detailed quotation for any such 
work done under the contract for review and approval by the University. 

4. Prices for contract renewal years. The maximum percent mark-ups for subcontractors and outside 

contractors and maximum rates for services will remain constant through the life of the contract. 

The quoted hourly rates must be valid through September 30, 2025. 

5. Thereafter, it will be the responsibility of the contractor to request a price increase to the hourly 

billing rates, if any, by April 1st of each year. Any price increase not received by that time, will not 

be considered and pricing in the subsequent year will remain as stated during the just completed 

contract term. A price increase, if any shall not exceed the Consumer Price Index (“CPI”) for “All 

Urban Consumers” as published by the US Department of Labor Statistics. For purposes of 

calculating the potential increase, the CPI to be used will be the index for twelve-month period 

ending at the previous calendar year. For example, for September 30, 2019, the price index for 

twelve-month period ending December 2018 will be used. Statistics will be referenced as a cap for 

negotiable purposes only. Contractor is not to assume that any price increase will be applied to 

yearly renewals. As well, increases are not cumulative for prior years; if a contractor fails to request 

a price increase in one year and then requests an increase for the subsequent year, the contractor 

cannot include a cumulative amount which includes the prior annual term. Any increase approved 

by the University will take effect on October 1st of each year. 

 

 

1 Any travel that is reimbursed will be in accordance to the State of Alabama rates in effect on the date of travel. 



 

Troy University RFP 24-021 for Marketing Print Services Page 18 
 

PHASE II: ORAL PRESENTATION AND PRICE DISCUSSION INSTRUCTIONS 

Only those proposers selected based on the initial evaluations may be requested on an as needed basis to attend an 

Oral Presentation and Price Discussion Session at the University. The due date and time of the Oral Presentation and 

Price Discussion Session will be set by the University upon completion of the initial proposal evaluation.  

The purposes of the Oral Presentation are as follows: 

• to allow the University to meet the proposer's key people and to allow these key people to convey their 

expertise and applicable experience in the services being offered to the University; 

• to discuss/clarify any and all aspects of the Technical Proposal in particular the proposed approach and 

staffing to provide the services being offered. 

• to provide an opportunity to clarify the scope of services for this contract; 

• to provide the proposer with the opportunity to present print-on-demand and other software 

solutions, as well as sample materials that speak to the quality and opportunity offered; 

• to discuss the proposer’s transitional plan and resource allocation to ramp up services quickly so that 

TROY does not have a gap in services; and 

• to review and clarify the Price Proposal structure. 
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EVALUATION CRITERIA 

 

 Points Possible 

Company / Organization profile, expertise and financial stability 20 

Proposal details and demonstration of a history of success 10 

Personnel qualifications 10 

Company / Organization philosophy, culture and approach; compatibility with higher 
education 

10 

References 10 

Price Proposal 20 

Oral Presentation 20 

Total  100 
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APPENDIX A –  TROY LOCATIONS AND MARKETS 

ALABAMA CAMPUS LOCATIONS AND TROY ONLINE, AS OF APRIL 1, 2024  

 
Troy Campus: 
Troy University 
University Avenue 
Troy, AL 36082 
--- 
TROY Online: 
Troy University 
100 University Park 
Troy, AL 36082 

Phenix City Campus: 
Troy University 
1510 Whitewater Avenue 
Phenix City, AL 36867 
--- 
Montgomery Campus: 
Troy University 
231 Montgomery Street 
Montgomery, AL 36103 
 

Dothan Campus: 
Troy University 
500 University Drive 
Dothan, AL 36303 
 
 
 
 
 

INTERNATIONAL SITES, AS OF APRIL 1, 2024:  

 
Hanoi, Vietnam (Hanoi 
University of Science and 
Technology (HUST)): 
1 Dai Co Viet Road 
Hanoi, Vietnam  
‐‐‐ 
Da Nang, Vietnam:  
Duy Tan University (DTU) 
Q. Thanh Khe, 182 Nguyen Van 
Linh 
Thac Gian, Q. Thanh Khe 
Da Nang, Vietnam 
‐‐‐ 
Hanoi, Vietnam: 
Hanoi University of Science and 
Technology (HUST) 
1 Dai Co Viet Road 
Hanoi, Vietnam 
‐‐‐ 
 
 

 
Hanoi, Vietnam: 
International School at Vietnam 
National University (VNU‐IS) 
144 Xuan Thuy Road 
Cau Giay, Hanoi, Vietnam 
Additional Classroom Space: 
99 Nguy Nhu Kno Tum 
Nhan Chinh, Thanh Xuan 
Hanoi, Vietnam 
‐‐‐ 
Hanoi, Vietnam: 
5th Floor, E4 Building 
University of Economics & 
Business at Vietnam National 
University (VNU‐UEB) 
144 Xuan Thuy Road 
Cau Giay, Hanoi, Vietnam  
 
 
 
 

 
Additional Classroom Space:  
8th Floor, Don Nguyen 3 * 
Viet Uc Private High School 
My Dinh I, Tu Liem, Hanoi, 
Vietnam  
‐‐‐  
Ho Chi Minh City, Vietnam:  
Saigon Technology University 
(STU) 180 Cao Lo. Ward 4, 
District 8, 
Ho Chi Minh City, Vietnam 
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DOMESTIC SUPPORT CENTERS, AS OF APRIL 1, 2024:  

 
Ft. Walton Beach, Florida:  
81 Beal Parkway, SE 
Ft. Walton Beach, FL 32548 
 ‐‐‐  
Panama City/Tyndall AFB, 
Florida:  
527 Airport Road 
Panama City, FL 32405  
 
On‐Base: 
Building 1230, Rm 44A Tyndall 
AFB, FL 32403  
‐‐‐  
Pensacola, Florida:  
2114 Airport Blvd 
Suites 1150/1250 
Pensacola, FL 32504  
‐‐‐ 
 
 
 

 
Tampa, Florida: 
5201 West Kennedy Blvd 
Suite 110 
Tampa, FL 33609  

 
Alpharetta, Georgia: 
2855 Old Milton Parkway 
Suite 100  
Alpharetta, GA 30009 
‐‐‐ 
Augusta, Georgia: 2743 
Perimeter Parkway Building 
100, Suite 101 
Augusta, GA 30909  
‐‐‐  
Fort Moore, Georgia:  
On‐Base:  
Building 2603, Dixie Road Ft. 
Benning, GA 31905 
‐‐‐ 

 
Brunswick, Georgia: 
664 Scranton Road 
Suite 207 
Brunswick, GA 31525 
‐‐‐ 
Sumter, South Carolina: 
465 Rast Street 
Sumter, SC 29150  
‐‐‐ 
Clarksville (Fort Campbell – 
ARMY), Tennessee: 
399 Tiny Town Road 
Clarksville, TN 37042 
‐‐‐  
San Antonio, Texas  
12500 San Pedro 
Suite 160 
San Antonio, TX 78216 
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APPENDIX B –  TECHNICAL PROPOSAL FORM –  PAGE 1 OF 2 

TECHNICAL PROPOSAL              RFP #24-021 Marketing Print Services 

PROPOSER/COMPANY: _________________________________________ Date: _________________ 

Federal Identification Number/Social Security Number: ________________________________________ 

Address: ____________________________________________________________________________ 

The undersigned hereby submits the Technical Proposal as set forth in RFP #24-021. 

We confirm this Technical Proposal is based on RFP Requirements and any subsequent addenda.  

Our firm is submitting a proposal for the following Marketing Print Services: 

CATEGORIES: (check all that apply) 

❑ 1) Full Service: All commercial print marketing and related production and technology-solution services 

including, but not limited to, digital, sheet-fed, web-press, screen-print, large-format and other print 

production; web-based, custom, print-on-demand services; distribution-related services including customer 

relationship management, automated direct response marketing, warehouse and fulfillment; USPS strategy, 

management and mailing services; online strategy, management and flighting; and expert services as listed 

below. 

❑ 2) Customizable, print-on-demand web-based software platform with full-service production and fulfillment 

capabilities 

❑ 3) Digital printing including flyers, posters, postcards, brochures, business cards, letterhead and other short-

run materials. 

❑ 4) Sheet-fed collateral printing including viewbooks, brochures, annual reports, calendars and more 

❑ 5) Screen-printing including event materials, exterior and interior signage and other promotional items 

❑ 6) Web printing including magazines, newspapers, booklets and other web press appropriate items. 

❑ 7) Large format printing including interior, exterior and out-of-home materials on a variety of substrates 

❑ 8) Warehouse, Kitting & Fulfillment across the United States 

❑ 9) Mail house services for processing, certifying addresses, etc. for lists provided by TROY and for list 

purchased either by service provider, Troy University or third-party vendor. 

❑ 10) Expert services (project-by-project contract) 

o a) graphic design / page layout 

o b) original art / illustration 

o c) copywriting, proofreading / editing 

o d) direct marketing, lists negotiation and buying, distribution 

o e) warehouse and fulfillment services  
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APPENDIX B –  TECHNICAL PROPOSAL FORM –  PAGE 2 OF 2 

We understand by submitting a proposal we are agreeing to all of the terms and conditions included in the RFP. 

In Presence of Witness: __________________________________________________ Date: ________________ 

COMPANY NAME __________________________________________ Website: _________________________ 

ADDRESS______________________________________________________________________________________ 

Phone: _______________________ Email: ________________________________________________ 

Printed Name: _______________________________________ Title: ____________________________ 

Signature: ______________________________________________________ Date: _______________ 

The following checklist is provided only as a reference when compiling the RFP proposal document.  

Proposal checklist: Review entire RFP to make sure each section is complete as instructed. Use 
additional pages as needed to thoroughly complete each section. 

Provide 4 hard copies and one flash drive containing the following: 

❑ Cover Sheet: Clearly marked as: 
Proposal for Marketing Print Services  
RFP #24-021 
Name of Company 
August 13, 2024 2:00PM CST 

❑ Technical Proposal Form – Categories selected, and signatures required (Appendix B) 
❑ Section A: Company Profile and Experience (page 16) 
❑ Section B: Key Personnel/Staffing Qualifications/References (page 17) 
❑ Section C: Acknowledgement of Review of TROY Contract Terms and Conditions (page 17) 
❑ Section D: Disclosures (page 17) 
❑ Price Proposal Form – Signatures required (Appendix C) 
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APPENDIX C -- SAMPLE PRICE PROPOSAL FORM 

TECHNICAL PROPOSAL              RFP #24-021 Marketing Print Services 

PROPOSER: ________________________________________________________________________ 

Federal Identification Number/Social Security Number: ________________________________________ 

Email: ______________________________________________________________________________ 

Address: ____________________________________________________________________________ 

Date: __________ Phone: _____________________________ Website: _________________________ 

The undersigned hereby submits the Technical Proposal as set forth in RFP #24-021. We confirm that 

this Pricing Proposal is based on the Requirements per the RFP and any subsequent addenda.  

Having received clarification on all matters upon which any doubt arose, the undersigned proposes to complete 

the work for the work as described in this RFP and subsequent Addenda as noted above. By signing and submitting 

this response, undersigned hereby agrees to all the terms and conditions of this RFP including any issued addenda. 

Proposers are cautioned to verify their final proposals prior to submission, as TROY cannot be responsible for 

proposer’s errors or omissions. Any price proposal that has been accepted by TROY may not be withdrawn.          

Use additional pages to provide detail as needed. 

We understand that by submitting a proposal, we agree to all of the terms and conditions included in the RFP 

documents and that the Bid/Proposal Affidavit submitted as part of the technical proposal remains in effect. 

In Presence of Witness: __________________________________________________ Date: ________________ 

FIRM NAME ______________________________________________ Website: _________________________ 

ADDRESS______________________________________________________________________________________ 

Phone: _______________________ Email: ________________________________________________ 

Printed Name: _______________________________________ Title: ____________________________ 

Signature: ______________________________________________________ Date: _______________ 
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PRINT/PRODUCTION/SERVICE ESTIMATES BY CATEGORY  
❑ Full Service:  

a. Rates for account management, strategic planning, research and support services $__________________  
b. Maximum hourly billing rates for all expert services $___________________________________________  
c. Maximum percent (%) mark-up for subcontractors/outside sources: _____________________________%  
d. Maximum percent (%) commission for list purchases and related services: ________________________%  
e. Other _________________________________________________________________________________  
f. ______________________________________________________________________________________  
g. ______________________________________________________________________________________  

 

❑ Print-on-demand:  
a. TROY storefront development, hosting and maintenance $_______________________________________  
b. Initial onboarding of all assets and programming for customization costs $__________________________  
c. Ongoing onboarding of all assets and programming for customization costs $________________________  
d. Warehousing storage costs $_________ _____unit Pick and packing costs $___________ __________unit  
e. Kitting costs $___________________ _______unit Matched mailing costs $___________ __________unit  
f. Cost for technology/service upgrades requested by TROY $______________________________________  
g. Download file options and costs $___________________________________________________________  
h. Analysis & reporting costs $________________________________________________________________  
i. Account management costs $______________________________________________________________  
j. List buying and maintenance costs $_________________________________________________________  
k. Other costs $___________________________________________________________________________  

Other costs $___________________________________________________________________________  
l. Minimums and other mandatory requirements 

______________________________________________________________________________________ 
______________________________________________________________________________________
______________________________________________________________________________________ 

m. Typical turnaround times__________________________________________________________________ 
n. Best case turnaround possible and related cost ________________________________________________ 

 
 
Pricing quotes for digital print and fulfillment categories that follow – indicate whether or not the rates apply to 
print-on-demand ordering.  
❑ Digital printing including flyers, posters, postcards, inserts, recruiting cards and other short-run materials.  

a. Flyer  
Flat size: 8.5” x 11”  
Stock: 100# Gloss Cover  
Ink: 4/0 Digital  
Bleed: Yes  
Finishing: Trim to Size, pack for shipping.  
Quantity(s):  
   100 $_______________________________________________________________________________ 
   250 $_______________________________________________________________________________   
   500 $_______________________________________________________________________________   
1,000 $_______________________________________________________________________________   
1,500 $_______________________________________________________________________________   
Typical turnaround time__________________________________________________________________ 

b. Postcard  
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Flat size: 6” x 9”  
Stock: 12pt. C2S Cover  
Ink: 4/4 Process  
Bleed: Yes  
Finishing: Trim to Size, send to mailing  
Mailing: process data file, Inkjet address block, sort and mail standard presort nonprofit indicia  
Quantity(s):  
     500 $_______________________________________________________________________________ 
  1,000 $_______________________________________________________________________________ 
  5,000 $_______________________________________________________________________________ 
10,000 $_______________________________________________________________________________  
Mail Services $__________________________________________________________________________ 
Typical turnaround time__________________________________________________________________ 

c. Viewbook Insert  
Finished size: 6" x 10"  
Stock: 100# Gloss Cover  
Ink: 4/4  
Bleed: Yes  
Finishing: Trim to Size, pack for shipping.  
Quantity(s):  
   100 $________________________________________________________________________________ 
   250 $________________________________________________________________________________ 
   500 $________________________________________________________________________________ 
1,000 $________________________________________________________________________________ 
3,000 $________________________________________________________________________________ 
Typical turnaround time__________________________________________________________________ 

d. Brochure Insert  
Finished size: 3.75 x 8.75"  
Stock: 100# Gloss Cover  
Ink: 4/4  
Bleed: Yes  
Finishing: Trim to Size, pack for shipping.  
Quantity(s): 
   100 $________________________________________________________________________________ 
   250 $________________________________________________________________________________ 
   500 $________________________________________________________________________________ 
1,000 $________________________________________________________________________________ 
1,500 $________________________________________________________________________________ 
Typical turnaround time__________________________________________________________________ 

 
 
❑ Sheet-fed collateral printing including viewbooks, brochures, annual reports, calendars and more  

a. Viewbook  
Finished Size: 6.5" x 10.5" - 5 Diff. 4 Page Covers with Common 6 Pages for all (10 Pages total)  
Stock: 80# Gloss Cover  
Ink: 5/5 Process plus overall Gloss Aqueous  
Bleeds: Yes  
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Finishing: Score, Fold, Collate, Saddle Stitch, Trim to Size and Box  
  Shrink wrap each version in 25's and bulk pack as equal mixed versions in cartons  

Quantity(s):  
2,000 each of 5 versions (Total of 10,000) $___________________________________________________  
4,000 each of 5 versions (Total of 20,000) $___________________________________________________ 
5,000 each of 5 versions (Total of 25,000) $___________________________________________________ 
Storage Cost $__________________________________________________________________________ 
Pull Cost $_____________________________________________________________________________ 
Typical turnaround time__________________________________________________________________ 

b. Brochure 
Flat size:15.625" x 9.75"  
Finished size: 4" x 9"  
Stock: 100# Dull Cover  
Ink: 5/5 Process and Spot Satin Aqueous  
Bleed: Yes  
Finishing: Die cut the Pocket Folder, Glue 1-4" Pocket, 4 panel roll fold, Box and send to Inventory.  
Quantity(s):  
   5,000 $_______________________________________________________________________________  
10,000 $_______________________________________________________________________________ 
20,000 $_______________________________________________________________________________ 
Storage Cost $__________________________________________________________________________ 
Pull Cost $______________________________________________________________________________ 
Typical turnaround time__________________________________________________________________ 

c. Calendar 
Size: 13" x 11.75" (Reads Landscape but stitches on the 13" Side) - 32 Pages plus Cover  
Cover Stock: 80# Gloss Cover  
Text Stock: 80# Dull Text  
Cover Ink: 5/5 Process plus overall Gloss Aqueous over Process plus Spot Gloss Varnish  
Text Ink: 5/5 Process plus Spot Gloss Varnish  
Bleeds: Full  
Finishing: Score the Cover, Fold the Text, Collate, Saddle Stitch, Trim to Size, Drill one Hole and Box  
Mailing: Hand apply the Label, affix 2 Wafer Seals, Sort and Mail (Standard Presort Non-Profit)  
Mailing Label: 4" x 2" Matte Permanent Adhesive, 4/0 Digital, No Bleed  
Quantity(s):  
3,500 $________________________________________________________________________________  
4,000 $________________________________________________________________________________ 
4,500 $________________________________________________________________________________ 
5,000 $________________________________________________________________________________ 
Mailing Services: $_______________________________________________________________________ 
Typical turnaround time__________________________________________________________________ 

d. Annual Report 
Finished size: 8.375" x 10.875"  
Cover Stock: 80# Gloss cover  
Text Stock: 80# Gloss text  
Ink: 7/7 Process, PMS 202, PMS 877 plus overall Gloss Aqueous over Process, PMS 202, PMS 877 plus    
        overall Gloss Aqueous  
Bleed: Yes  
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Finishing: Trim, Score Cover, Fold Text, Collate, Perfect bind with .25 hinged cover, Box for Mailroom.  
Mailing: Process 1 data file, inkjet address on back cover, mail presort standard with Non-Profit indicia.  
 
Quantity(s):  
3,000 $________________________________________________________________________________  
5,000 $________________________________________________________________________________ 
10,000 $_______________________________________________________________________________ 
Mailing Services: $_______________________________________________________________________ 
Typical turnaround time__________________________________________________________________ 
 
 

❑ Screen-printing including event materials, exterior and interior signage and other promotional items  
a. Table Cover  

4-Sided Dye Lux Full Color Table Covers with Contour Corners  
Table Length 72" x Width 30" x Height 29"  
Made with Ultra Fit Knit  
PMS 202 with knocked out logos  
Quantity(s): 
  50 $________________________________________________________________________________ 
100 $________________________________________________________________________________ 
500 $________________________________________________________________________________ 
Typical turnaround time__________________________________________________________________ 

b. Flag  
Finished Size: 3' x 5' Double Sided knitted polyester  
Color: 4/4  
Finishing: Hemmed with Grommets  
Quantity(s): 
  50 $________________________________________________________________________________   
100 $________________________________________________________________________________  
500 $________________________________________________________________________________ 
Typical turnaround time__________________________________________________________________ 

c. Feather Flags  
Dyelux Stand-Out  
Read right One side, Mirror on Reverse Med. 12' Stand out.  
Includes Medium Pole and "X" Base  
Quantity(s):  
   50 $________________________________________________________________________________   
100 $________________________________________________________________________________   
500 $________________________________________________________________________________   
Typical turnaround time__________________________________________________________________ 
 
 

❑ Web printing including magazines, newspapers, booklets and other web press appropriate items.  
a. Magazine  

64 Page plus cover  
Finished size: 8.375" x 10.875"  
Cover Stock: 80# Gloss Cover #3  
Text Stock: 80# Gloss Text #3  
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Cover Ink: 5/4 Process plus Spot Satin Aqueous over Process  
Text Ink: 4/4 Process  
Bleed: Yes  
Finishing: Score Cover, Fold Text, Collate Sigs, Perfect Bind, Trim to Size and Bulk pack for Mailroom  
Mailing: Process Data File, Inkjet, Sort and Mail Presort Standard  
Quantity(s):  
15,500 $_______________________________________________________________________________  
30,500 $_______________________________________________________________________________  
45,500 $_______________________________________________________________________________  
50,000 $_______________________________________________________________________________  
60,000 $_______________________________________________________________________________ 
75,000 $_______________________________________________________________________________  
Mailing Services: $_______________________________________________________________________ 
Typical turnaround time__________________________________________________________________ 
 
 

❑ Large format printing including interior, exterior and out-of-home materials on a variety of substrates  
a. RPM banner  

Substrate: High Res 70/30 Mesh Banners with 2in pockets on the left and right sides and grommets in 
                   each corner and then approx. every 2ft in the seams  
Size: 9’9” w x 72”h  
$________________ each  

b. Poster size outdoor vinyl 
Size: 72” x 108” Ink: 4C Grommet every 12”  
$________________ each  

c. Large Vinyl size outdoor 
Size: 72” x 156” Ink: 4C Grommet every 12”  
$________________ each  
 
 

❑ Warehouse, Kitting & Fulfillment across the United States  
Warehouse storage costs $_________________  per __________________ unit  
Pick & packing costs $_____________________  per __________________ unit  
Kitting costs $ ___________________________  per __________________ unit  

 
 
❑ Mail house services for processing, certifying addresses, etc. for lists provided by TROY and for list purchased 

either by service provider, Troy University or third-party vendor.  
List research and buying costs $_____________ per __________________ unit  
List cleanup and certification costs $_________ per __________________ unit   
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APPENDIX D –  SAMPLE OF TROY LOGOS 

PRIMARY LOGO MARKS  

 

 

 

 

 

 

 

AFFILIATED LOGO MARKS  
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