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Introduction 
 
The City of Kirksville, Missouri (City) will accept sealed bids from qualified firms to provide services 
for the printing, metering, and mailing of monthly utility statements, including the statement insert 
known as the Kirksville Connection, and monthly utility delinquent notices.  Occasionally, other 
inserts may be provided to include with monthly utility statements. 
 
This service includes receiving and processing data transfer electronically or by an approved 
method, printing and folding of monthly utility statements and the Kirksville Connection, envelope 
inserting of both documents, presorting, postage metering, and mailing. 
 

General Information 

 
Proposal Instructions and Due Date 
To be considered, submit two (2) copies of the attached Bid Proposal Form to the City Clerk at 
201 S. Franklin Street, Kirksville, MO by 3:00 p.m. on Thursday, January 20, 2022.   Any bid 
received after the time and date listed above shall be refused and returned unopened.  No 
proposal will be considered unless properly signed by the bidder, his legally authorized agent or 
representative, with address, phone number and date.  Bid proposals are to be sealed and on the 
face of the envelope clearly labeled “Printing and Mailing of Utility Statements”.  Oral, 
facsimile, or electronic mail transmittals will not be accepted.   
 
All associated costs shall be included in the unit price section of the Bid Proposal Form.  The 
proposal shall include all fees and costs related directly or indirectly to this project including but 
not limited to preprinted forms, printing, inserting, folding, metering postage, envelopes, and other 
additional costs not listed.   
 
Cost to Develop Bid Proposal 
Any costs for preparing and submitting a proposal in response to this request will not be the 
responsibility of or chargeable in any manner to the City, who reserves the right to retain all bid 
proposals submitted and use any ideas in a proposal regardless of whether that proposal is 
selected. 
 
Rejection of Bid Proposal 
The City reserves the right to reject any or all proposals submitted, or parts thereof.  Further, the 
City reserves the right to negotiate with submitting firms in making a final determination of "best 
and final" service offering and pricing, subject to revisions which the City may wish to make to the 
original proposal.  The City of Kirksville is not obligated to accept the lowest submitted proposal 
and reserves the right to select any proposal that best meets its needs. 
 

Scope of Work 

 
General Specifications 
The City of Kirksville seeks to secure services to provide all labor, equipment, and materials for 
the printing, folding, and mailing of monthly utility statements, including the Kirksville Connection, 
and monthly delinquent notices.   
 
As a quality control measure, the City will provide the total number of utility statements produced 
for each billing cycle and the total number of delinquent notices with each file sent for production 
to ensure the number of items being mailed matches the totals supplied by City staff.   
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As outlined in the City of Kirksville Code of Ordinance, all utility statements must be postmarked 
and mailed on the last day of the month.  The awarded firm will be provided the billing file and 
Kirksville Connection file electronically, or by an agreed upon method, no later than two (2) 
business days prior to the last day of the month for the last day of the month mailing.   
 
Statement payments are due on the 20th of the following month after the billing date.  If the 20th 
falls on a Saturday or Sunday, the payments are due on Monday by the close of business.  If the 
20th falls on a city holiday, the payments are due the next business day of that month.  Delinquent 
notices are prepared the day after the monthly due date, typically on the 21st of each month.  The 
awarded firm will be provided the delinquent notice file electronically the day after the monthly 
due date and must be printed, folded and mailed by the following day. 
 
The selected firm will be given dates to process utility statements, the Kirksville Connection, and 
delinquent notices for all billing cycles.   
 
Materials 
Utility Statement- printed in black ink, single sided, and must be printed on full page of 20# 8.5” X 
11” white paper with a 92 brightness with a horizontal perforation 3.5” from the bottom to allow 
the bottom portion to be torn off and remitted to the City for processing. 
 
Kirksville Connection- printed in black ink, double sided, and must be printed on full page of 24# 
8.5” X 11” standard bright white paper, without bleed.  
  
Delinquent notice- printed in black ink, single sided and must be printed on full page of 20# 8.5” x 
11” canary yellow paper. 
 
Envelope- No.10 window envelope with one color for all mailings. 
 
Please refer to Appendix A for a sample of the City’s utility statement, Kirksville Connection, 
delinquent notice, and billing envelope, as an example of the minimum requirements.  All billing 
information currently printed on the samples and provided in the billing files must be included.   
 
The vendor shall agree to maintain a sufficient supply of materials for uninterrupted printing 
requirements.  All associated costs shall be included in the unit price quote.   
 
Quantities 
Quantities listed are estimates based on current activity.  These estimates are not intended to set 
forth minimum or maximum quantities of this agreement and shall not be construed as such.  The 
City reserves the right to increase or decrease the number at any time.   
 
The City’s utility billing department bills customers in three (3) cycles per month.   
 
Cycle 1 – approximate number of bills -     2,850 
Cycle 2 – approximate number of bills -     3,400 
Cycle 3 – approximate number of bills -        320 
Total utility statement per month approx. - 6,570 
 
In addition, the Kirksville Connection will be printed and inserted into the utility statement each 
month to match the total monthly statement count.   
 
The City’s utility billing department produces delinquent notices for all three cycles in one batch.  
The approximate number of delinquent notices range from 900 to 1,200 pieces monthly.   
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Modifications 
Any modification must be approved in writing by the City and would include but not be limited to  
printing, set up, quality of service, etc.   
 
The City does reserve the right to modify the forms as needed. 
 
Technology and Data Security 
The selected firm will have the technology to provide a secure file transfer protocol (FTP) site to 
protect the electronic PDF files provided by the City or other secure method agreed upon by the 
City for each billing cycle that includes all utility statements, the Kirksville Connection, and 
delinquent notices processed.   
 
Postage and Mailing 
The selected firm will perform all postage, handling, and mailing of customer utility statements 
and delinquent notices.  Both utility statements and delinquent notices must be mailed First-Class 
presorted bulk rate for full or best postage discounts.   
 
Errors attributed to selected firm that result in extra USPS fees or penalties will be the 
responsibility of the firm.   
 
Alternative Processing/Disaster Contingency Plan 
In the event that the service is interrupted due to equipment malfunctions, personnel problems, 
etc., there shall be a contingency plan that shall guarantee all mailing schedules are met.  A 
detailed alternative processing/disaster recovery plan must be provided with the proposal.   
 
Invoicing and Reporting 
Itemized invoices shall be provided to the City on a monthly basis that reflect the number of 
utility statements, Kirksville Connection, and delinquent notices mailed and the postage rates 
used.  Postage shall be billed on a reimbursement basis.  
 
Privacy of Information 
It is prohibited for the customer data provided to be published, sold, or distributed for any other 
purpose.  The successful firm shall be legally responsible for safeguarding the data and shall be 
liable for any damages caused by the disclosure or use of said information.   
 
Evaluation of Bid Proposals 
Proposals will be evaluated by the Finance Director and other City staff based on the ability of the 
proposer to produce and deliver readable statements, Kirksville Connections and envelopes with 
the manpower capable of managing all aspects of the processes from start to finish.  
 
All proposals and related reference information submitted in response to the bid will become the 
property of the City and will not be returned.  The City will use discretion with regard to disclosure 
of proprietary information contained in the response but cannot guarantee that information will not 
be made public.  As a public entity, the City is subject to making records available for disclosure 
after approval of the contract. 
 
Each firm submitting a bid proposal, waives any right of confidentiality as to the proposal.  If certain 
material in the proposal is considered proprietary information, the firm shall clearly designate 
those portions of the proposal it wishes to remain confidential.  Agents may submit additional 
information and data that they believe may be helpful to the City in the evaluation. 
 



 

5 
 

Indemnification and Hold Harmless 
The selected firm agrees to indemnify and hold harmless the City of Kirksville, Missouri, its agents, 
officials and employees and to assume all risk, responsibility for death of, injury to or damage to, 
any persons and for loss, damage or injury to any property (together with all expenses, including 
attorney fees, in defense or prosecution of any action involving any such death, injury or damage), 
directly or indirectly related to the performance of this work. 
   
The City will not hold harmless or indemnify any firm for any liability whatsoever. 
 
The selected firm also agrees to show proof of comprehensive general liability coverage with a 
minimum limit of $500,000 per occurrence.  See attached requirements (Appendix B).  
 
Term of Agreement 
The City will negotiate an agreement with the firm selected in response to this proposal and if the 
City is unable to reach an agreement with the selected firm, negotiations will cease.  Negotiations 
will then begin with the next most qualified firm and so on until an agreement is reached.  The 
initial term of the agreement shall begin in February 2022 and continue for a period of one (1) 
year with the option to renew for three (3) additional one-year periods.  
 
Should there be reasons why a contract cannot be awarded within the specified period; the time 
may be extended by mutual agreement between the City and the bidder.    
 
Compliance with All Government Laws 
All contractual agreements shall be subject to, governed by and construed according to the laws, 
ordinances, rules, regulations and orders of the City, County, State, Federal and any other public 
bodies, which apply to work performed under this agreement. 
 
The City of Kirksville does not discriminate in its decisions on the basis of age, ancestry, color, 
disability, gender, gender identity, marital status, national origin, race religion, sexual orientation, 
or on any other basis that would be in violation of any applicable federal, state or local law.  
Furthermore, the City of Kirksville will make reasonable accommodations for qualified individuals 
with known disabilities unless doing so would result in an undue hardship.  This is an equal 
opportunity event. 
 
Point of Contact 
 
Any questions, clarifications, or requests for general information should be directed to: 
 
Lacy A. King 
Finance Director 
(660) 627-1251 
lking@kirksvillecity.com 
  

  

mailto:lking@kirksvillecity.com
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Bid Proposal Form 

 
 

Can you guarantee monthly mailing deadlines are met based on the information?        YES / NO 
 

Printing & Inserting     
  

Quantity Description                Unit Price 
 

______ Utility Statements:                ________ 
Single-sided, black ink 
20# 8.5” x 11” paper perforated at 3.5” from bottom, white brightness 92  
Printed, folded & inserted 

______ Kirksville Connection              ________ 
Double-sided, black ink 
24# 8.5” X 11” standard bright white paper, no bleed  
Printed, folded & inserted 

______ Delinquent notice               ________ 
Single-sided, black ink 
20# 8.5” x 11” canary yellow paper 
Printed, folded & inserted 

______ Envelope                ________ 
No.10 window envelope  
One color, City logo  
Used for all mailings 

______ Additional inserts/flyers              ________ 
   Various sizes 
   Colors and Sides unknown 
   Printed, folded if needed, inserted 
 
Additional Capabilities: 
    (Check all that apply)  
         
_____ Emergency back-up plan (please attach) 
_____ Confirmation of file receipt and number of pieces mailed 
_____ Multiple page and selective inserting capabilities 
_____ Household merge/purge multiple statements into same envelope 
_____ Image resolution 600 DPI or better 
  
Mailing 
 
Quantity Description                Unit Price 
 
______ Postage Rate               ________ 
   
Additional Capabilities: 
    (Check all that apply)  
    
_____ Presort & mail pieces at bulk mailing rate when applicable 
_____ Match and hand-insert multiple statements to the same owner & mailing address in 
appropriate size envelope, metered 1st-class separately and delivered to USPS with other bills 
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By my signature below, I certify that this bid submittal meets the specifications requested and I 
have the authority to submit the pricing. 
 
Bidder Signature & Information: 
 
Firm:_________________________________      Address: 
 
By:___________________________________     ____________________________________ 
                    (Please Print)                                      
                                                                                ____________________________________ 
Title:_________________________________ 
                                                                                ____________________________________ 
Signature:_____________________________       Email Address (if available) 
 
Phone No.(____)_______________________ 
 
Fax No.    (____)_______________________ 
 
 
 
 
 
 
 
 

                                                      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

8 
 

Appendix A 

 
Samples 
 

1. Utility Statement 
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2. Kirksville Connection (Front) 

 



 

10 
 

Kirksville Connection (Back) 
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3. Delinquent Notice 
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4. Envelope 
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Appendix B 

 
CITY OF KIRKSVILLE 

INSURANCE REQUIREMENTS FOR LOW RISK CONTRACTS 
LESS THAN 1 YEAR, NO PUBLIC INVOLVEMENT, NO PROFESSIONAL SERVICES 

 
INSURANCE PROVISIONS: 
A. Worker's Compensation:  The coverage must include Employer's Liability with a minimum limit of 

$500,000 for each employee, $500,000 for each accident, and $500,000 policy limit, and Workers’ 
Compensation covering all employees meeting Statutory Limits in compliance with the applicable 
state and federal laws.  The City reserves the right to waive the requirement for this provision upon 
the approval of the City Manager.   

 
B. Comprehensive General Liability:  Coverage shall have minimum limits of $500,000 per 

Occurrence, Combined Single Limit for Bodily Injury and Property Damage Liability.  This shall 
include: Premises and Operations, Independent Contractors, Products and Completed Operations, 
Broad Form Property Damage and XCU Coverage, and a Contractual Liability Endorsement.  The 
City reserves the right to waive the requirement for this provision upon the approval of the City 
Manager. 

 
C. Business Auto Liability:  Coverage shall have minimum limits of $500,000 per Occurrence, 

Combined Single Limit for Bodily Injury and Property Damage Liability, including Owned, Hired, 
and Non-owned Vehicles and Employee Non-ownership. 

 
D. Builders' Risk:  Is required for construction of and/or additions to buildings or structures.  It shall be 

all Risk coverage, with the limit of insurance to equal 100% of the completed value of the structure.  
A Waiver of Occupancy Clause must be included to allow the City to occupy the facility during 
construction.  $5,000 is the maximum Deductible Clause for each claim.  When a contract includes 
installation of machinery and/or equipment into an existing structure, the policy must include an 
endorsement covering same, including installation and transit. 

 
SPECIAL REQUIREMENTS: 

 
A. An appropriate Hold Harmless and Indemnification Agreement shall be included. 

 

B. Current, valid insurance policies meeting the requirement herein identified shall be maintained 
during the duration of the named project.  Renewal certificates or cancellation notices shall be sent 
to the City 30 days prior to any expiration date.  
 

C. It shall be the responsibility of the contractor to ensure that all subcontractors comply with the same 
insurance requirements that he is required to meet. 
 

D. Certificates of insurance meeting the required insurance provisions shall be forwarded to the Office 
of Risk Management. 

 
 


