
 
 
 
 

 
 
 
 

CITY OF WATERTOWN  
INVITATION TO BID 

 
PRINTING OF GENERAL OFFICE PAPER SUPPLIES 

 
WATERTOWN, WI 

 
 

ADVERTISE:  
July 31 & August 7, 2015 

 
 

BID DEADLINE:   
August 14, 2015, 9:30 a.m. Local Time 

 

 



 

Bid Invitation 
 
Your firm is invited to submit a bid for the following project: 
Project Name: Printing of General Office Paper Supplies 
 
Address: City of Watertown, 106 Jones Street  
 
City, State, Zip: Watertown, WI 53094  
 
Project Description:   
The City of Watertown is looking to print business cards, letterhead, permit forms, envelopes, 
and other general office paper supplies for ten different City departments. These office supplies 
will include the new City logo and other pertinent information each department deems 
necessary. The City logo will be provided electronically.  
 
Bid Due Date and Time: 8/14/2015 @ 9:30 A.M., local time 
 
Owner Project Contact Information: 
Name:  Jaynellen J. Holloway, P.E., City Engineer 

Phone Number: (920) 262-4050 (No telephone questions will be answered) 

Email Address: jaynellenh@cityofwatertown.org   
 

Bid Documents:  

Complete project bidding documents are available on the City’s 
website, www.ci.watertown.wi.us.  
 
Project Schedule: 
Contract Start Date: September 1, 2015 

Contract Completion Date: January 6, 2016 
 
Bid Response: 
Please return your bid response by Email to Owner (See “Owner Contact Information” Above) 
on or before the Bid Due Date and Time. You may also turn in your bid physically; addressed to: 
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http://www.ci.watertown.wi.us/


Bid Invitation 
 
ATTN: Jaynellen J. Holloway, P.E., 106 Jones St. Watertown, WI 53094; “Sealed Bid for City 
Printing Contract”, no later than 9:30 a.m. local time on August 14, 2015.  
 
Local Bidders’ Benefit Policy: 
It should be noted that the City of Watertown has a local bidders’ benefit policy, the details of 
which are attached to these bidding documents.   
 
Mandatory: 
You must notify Owner if you plan to bid on the above mentioned project a minimum of three 
days prior to Bid Due Date and Time. 
  
NOTE: 
Samples of miscellaneous existing department letterheads, business cards, permit forms, 
envelopes and other general office paper supplies may be examined at the Engineering 
Department form 8:00 a.m. to 4:30 p.m. weekdays.    

 
 

Dated: July 31, 2015 

Owner: Jaynellen J. Holloway, P.E. 

Title: City Engineer 

Publish: July 31, 2015 and August 7, 2015 
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Printing of General Office Paper Supplies
Watertown, WI

Bid Form

Item Quantity Unit Price
1. Letterhead, 1 Full Color Logo (3 colors)

500 Ea. 
1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

2. Letterhead, 2 Full Color Logos (3 - 8 colors)
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

3. Letterhead, 3 Full Color Logos (3 - 8 colors)
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

4. Envelopes, 1 Logo, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

5. Envelopes, 2 Logos, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

6. Envelopes, 3 Logos, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 



7. Business Cards, 1 Full Color Logo (3 Colors), Front Only, Offset Stock
500 Ea. 

1,000 Ea. 

8. Business Cards, 2 Full Color Logos (3 - 8 colors), Front Only, Offset Stock
500 Ea. 

1,000 Ea. 

9. Business Cards, 3 Full Color Logos (3 -8 colors), Front Only, Offset Stock
500 Ea. 

1,000 Ea. 

10. Business Cards, 1 Logo (3 Colors), Front & Back, Offset Stock
500 Ea. 

1,000 Ea. 

11. Business Cards, 2 Logos (3 - 8 colors), Front & Back, Offset Stock
500 Ea. 

1,000 Ea. 

12. Business Cards, 3 Logos (3 - 8 colors), Front & Back, Offset Stock
500 Ea. 

1,000 Ea. 

13. Permits, 8.5" x 11", Duplicate, 1 Logo, Black Ink
 500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

14. Permits, 8.5" x 11", Triplicate, 1 Logo, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

15. Permits, 8.5" x 11", Duplicate, 2 Logos, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

16. Permits, 8.5" x 11", Triplicate, 2 Logos, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 



17. Permits, 8.5" x 11", Duplicate, 3 Logos, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

18. Permits, 8.5" x 11", Triplicate, 3 Logos, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

19. Permits, 1/2 Sheet, Duplicate, 1 Logo, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

20. Permits, 1/2 Sheet, Triplicate, 1 Logo, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

21. Permits, 1/2 Sheet, Duplicate, 2 Logos, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

22. Permits, 1/2 Sheet, Triplicate, 2 Logos, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

23. Permits, 1/2 Sheet, Duplicate, 3 Logos, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 



24. Permits, 1/2 Sheet, Triplicate, 3 Logos, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

25. Door Hanger, Card Stock, 1 Logo, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

26. Door Hanger, Card Stock, 2 Logos, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

27. Door Hanger, Card Stock, 3 Logos, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

28. Posting, White Card Stock, 8.5" x 11", 1 Logo, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

29. Posting, White Card Stock, 8.5" x 11", 2 Logos, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

30. Posting, White Card Stock, 8.5" x 11", 3 Logos, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 



31. Posting, Colored Card Stock, 8.5" x 11", 1 Logo, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

32. Posting, Colored Card Stock, 8.5" x 11", 2 Logos, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 

33. Posting, Colored Card Stock, 8.5" x 11", 3 Logos, Black Ink
500 Ea. 

1,000 Ea. 
1,500 Ea. 
2,000 Ea. 
2,500 Ea. 



 
 
 
 

INVITATION TO BID (ITB) 
PRINTING OF GENERAL OFFICE PAPER SUPPLIES 

 
BID COVER SHEET  

 
 
 
 
Contact Name: _______________________________________________________ 
 
Firm Name:  _______________________________________________________ 
 
Address:  _______________________________________________________ 
 
   City: ____________________   State: _________  ZIP: __________ 
 
Phone Number: (___)__________________________ 
 
FAX Number: (___)__________________________ 
 
Email Address:  _______________________________________________________ 
 
Company Uniform Resource Locator (URL): ___________________________________ 
 
 
 
By Signature of this bidding cover sheet, I certify that my firm is in agreement with the terms of 
submission specified in this invitation to bid.  I also certify that the bid will remain in effect for 60 days 
from the due date of submission of August 14, 2015. 
 
 
Authorized Signature: _________________________________________________ 
 
Authorizing Name/Title: _________________________________________________ 
 
Bidding Firm Name:  _________________________________________________ 
 
Date:    _________________________________________________ 
 

Engineering Dept. 
 

Jaynellen J. Holloway, P.E. 
(920) 262-4050 
 

Jay Haberkorn 
(920) 262-4047 
 

Secretary Nikki Zimmerman 
(920) 262-4040 
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