Lincoln Public Schools — Diploma and Graduation

RFP # 101426.Diploma&Graduation
October 29, 2026
2:00 PM

Lincoln Public Schools
Administration Offices
135 Old River Road
Lincoln, Rl 02865

Page 1 of 12
Lincoln HS Diploma&Graduation



REQUEST FOR PROPOSALS
Lincoln Public Schools Diplomas & Graduation

Return Questions & Proposals No Later Than: Mail or Hand Deliver Proposal To:
Questions Due: Friday, October 23, 2026 12:00PM Lincoln Public Schools
Closing Date: Thursday, October 29, 2026 Administrative Offices — Door #3
Closing Time: 2:00PM (by Clock in reception area) Attn: Melissa Devine

Bid Opening: Immediately following Closing time 135 Old River Road

Contract Award Date: November 9, 2026 (tentative) Lincoln, RI 02865

Lincoln Public Schools assumes no responsibility for improperly marked or misdirected
proposal responses and/or correspondence related to this document.

Offerors must provide the following information:

!
Name of Company Mailing Address

| |
(Area Code) Phone Number City, State Zip Code

| |
FAX Number Offeror’s License # (if applicable)

|
Email Address Certified Minority Owner: Yes or No
(please circle one)

I/WE the undersigned under penalties of perjury certify:
10. Submission of response to this proposal does not violate any federal or state antitrust laws.
11. To furnish item(s) and or service(s) identified herein, at the price(s) quoted, pursuant to all
terms, conditions, provision, and specification contained in this document or any subsequent
written amendments, which clearly reference this proposal number.
12. Compliance with all provisions and clauses by reference identified herein.

[ |
Authorized Name & Title (Print or Type) Authorized Signature & Date

**Proposal must be signed by authorized agent to be valid**
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Purpose:

Lincoln High is requesting sealed bids from qualified offerors to provide a variety of graduation
products that may include, but not limited to a variety of items; diploma covers, diploma certificates,
honor award certificates, caps and gowns for students, honor & club cords, rental gowns for staff and
dignitaries, etc.

General Provisions:

1.

10.

This solicitation does not commit the Lincoln School Department (“District”) to award a
contract, to pay any costs incurred in the preparation of the proposal, or to procure any goods or
Services.

The District’s procurement policy governs and supersedes any and all documents, proposals and
policies, whether stated or implied

The District assumes no responsibility for the delivery of any solicitation, addendum,
solicitation response, or any other such correspondence by the US Postal service, electronic
transmission, facsimile, or any other method.

The proposal must be clearly marked in a sealed envelope as stated in the Instruction section of
this Request for Proposal (“RFP”).

In the event that a proposal is unintentionally opened prior to the official time set for the
Proposal opening, the employee opening such proposal shall immediately inform the Chief
Finance Officer, or designee, who shall in the presence of another employee re-seal the
envelope and note on envelope that is was opened in error.

Addenda: Addenda shall be issued prior to the RFP submittal date and time for the purposes of
modifying or interpreting the proposal instructions through additions, deletions, clarifications, or
corrections. At the discretion of the District, if it becomes necessary to revise or clarify any
part of this RFP, addenda will be posted on BidNet portal and is the responsibility of the
offeror to review it. Any addenda issued by the District shall become a formal part of this
RFP. No addenda shall be issued later than four (4) days prior to the RFP submittal date except to a)
withdraw the RFP solicitation, or b) to postpone the RFP submittal date and time. The District shall not
be legally bound by any amendment for interpretation that is not in writing.

Proposal as Offer to Contract: By submitting your proposal, you are offering to enter into a
contract with the District. Without further action by either party, a binding contract shall result
upon final award voted upon by the School Committee. Any award issued will be issued to,
and the contract will be formed with, the entity identified as the Offeror. The District reserves
the right to offer to multiple vendors for any award.

Ambiguous Proposals: Proposals which are uncertain as to terms, delivery, quantity, or
compliance with requirement and/or specifications may be rejected or otherwise disregarded.
Approval of Publicity Releases: The Contractor shall not have the right to include the
District’s name in its published list of customers, without prior written approval of the District.
The Contractor agrees not to publish or cite in any form any comments or quotes from District
staff. Contractor further agrees not to refer to the award of this contract in commercial
advertising in such a manner as to state or imply that the products or services provided are
endorsed or preferred by the District.

Authorization and Acceptance: The proposal must be signed by an authorized individual who
shall bind the Offeror to these services in accordance with the requirements contained in the
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

RFP. The proposal must contain a statement to the effect that your proposal is firm for a period
of sixty (60) days from the proposal due date or longer if so required by the District.

Awarding Policy: The District reserves the right to reject or accept any or all proposals and to
waive any informalities and/or irregularities thereof. The District reserves the right to make an
award in total or in part, according to the best interests of the District. Offerors not willing to
accept award of partial bid must so indicate as part of their proposal. The District reserves the
right to make an award to multiple vendors. The District shall award to the lowest responsive
and responsible offeror. Factors other than price will be used in determining the lowest
responsible and responsive offeror. Those factors include but not limited to: demonstrated
experience in the type of work required, quality of the work performed previously by the offeror
for the District and Town of Lincoln, professional background, experience, service and expertise
of the offeror and length of all warranties that cover the equipment and/or work.

Proposal Constitutes Offer: By submitting a proposal, the Offeror agrees to be governed by
the terms and conditions as set forth in this document. Any proposal containing variations from
the terms and conditions set forth herein may, at the sole discretion of the District, render such
proposal non-responsive. Any inconsistencies between the RFP and any other contractual
instrument shall be governed by the terms and conditions of this RFP, except where subsequent
amendments to any contract resulting from this RFP award are specifically agreed to in writing
by the parties to supersede any such provisions of this RFP.

Proposal Expenses: The District or any of its representatives shall not be held responsible for
any expenses incurred in the preparation or subsequent presentation of the Offeror’s response to
this solicitation.

Bid Security: Bid security in the form of a bid bond or certified check in the amount of 10% of
the bid price must accompany the bid. Checks submitted by unsuccessful bidders shall be
returned and bonds shall be canceled within thirty (30) days of the bid award.

Offeror’s Qualification: No proposal shall be accepted from, and no contract will be awarded
to, any person, firm, or corporation that is deemed irresponsible or unreliable to the District.
Clarifications: The District reserves the right, at any time after opening and prior to award, to
request from any Offeror clarification, to address technical questions, or to seek, or provide
other information regarding the Offeror’s bid.

Confidentiality: Ownership of all data, material and documentation originated and prepared
pursuant to this RFP shall belong exclusively to the District and be subject to public inspection
in accordance with the Rhode Island Access to Public Records Act.

Offeror Responsibility: The Offeror alone will be held solely responsible to the District for
performance of all Offeror obligations under any contract resulting from their proposal.
Contract Documents: This RFP is the contract between the District and the awarded Offeror.
The District shall not agree to, enter into, or sign any agreement, contract, or other document
that conflicts in any way with the District’s General Terms and Conditions and the requirement
of this solicitation. Offerors may submit documents that clarify the Offeror’s submittal.
Submittal of such document(s) does not constitute an acceptance by the District of any term(s)
and/or condition(s) contained in such document(s). Agreements, contracts, or other documents
that infringe upon the rights of the District, or are not in the best interest of the District, shall be
determined to be non-responsive and unacceptable. The rights and authority of such
determination is reserved solely by the District. The District’s RFP supersedes any Offeror’s
proposed document(s).

Covenant Against Contingent Fees: The Offeror warrants that no person or selling agency has
been employed or retained to solicit or secure this contract upon an agreement or understanding
for a commission, percentage, brokerage, or contingent fee, excepting bona fide employees or

Page 4 of 12
Lincoln HS Diploma&Graduation



21.

22,

23.

24,

25.

bona fide established commercial or selling agencies maintained by the Offeror for the purpose
of securing business. For breach or violation of this warranty, the District shall have the right to
cancel this contract without liability or in its discretion to deduct from the contract price or
consideration, or otherwise recover the full amount of such commission, percentage, brokerage,
or contingent fee.

Correction or Error in the Proposal: All prices and notation should be printed in blue ink or
typewritten. Errors should be crossed out, corrections entered and initialed by the person
signing the proposal. Erasures and use of typewriter correction fluid may be cause for rejection.
No proposal shall be altered or amended after specified time for opening.

District Closings: If an emergency or unanticipated event interrupts normal District processes
so that offers cannot be received at the District Office by the exact time specified in the
solicitation, the time specified for receipt of offers will be deemed to be extended to the same
time of day specified in the solicitation of the first work day on which normal District processes
resume. In lieu of an automatic extension, an Amendment may be issued to reschedule bid
opening. If District offices are closed at the time a pre-bid or per-proposal conference is
scheduled, an Amendment will be issued to reschedule the conference. Useful information may
be available on the BidNet portal

District Policies: The Offeror(s) and his/her/its representatives shall follow all District policies
while on District property. No work shall interfere with school activities or environments unless
an authorized employee for the location gives permission.

Excusable Delay: The Offeror shall not be liable for any excess costs if the failure to perform
the contract arises out of causes beyond the control and without the fault or negligence of the
Offeror. Such causes may include, but are not restricted to acts of God or of the public enemy,
acts of the government in either its sovereign or contractual capacity, fires, floods, epidemics,
quarantine restrictions, freight embargoes, and unusually severe weather, but in every case the
failure to perform must be beyond the control and without the fault or negligence of the Offeror.
If the failure to perform arises out of causes beyond the control of the Offeror and without the
fault or negligence of the Offeror, the Offeror shall not be liable for any excess costs or failure
to perform, unless the supplies or services to be furnished by the Offeror were obtainable from
other sources in sufficient time to permit the Offeror to meet the required delivery schedule.
Explanation to Prospective Offerors: Any prospective Offeror desiring an explanation or
interpretation of this solicitation shall request it in writing soon enough to allow a reply to reach
all prospective Offeror before submissions of their proposals. Deadline for submission of
questions: 12:00 PM, Friday, October 23, 2026. Questions must be submitted via BidNet
portal. Any questions/clarifications to this RFP will be posted as an addenda on the BidNet
portal and it is the responsibility of the offerer to review it.. No other District personnel shall
be contacted regarding this solicitation. Firms or individuals that attempt to contact other
District personnel or representatives or obtain information in any way other than the
authorized method described herein may have their bid rejected.

e Any response to a request for interpretation of documents will be made by addendum if
the District believes the interpretation is not clear in the proposal document. The District
will not be responsible for any other explanation or interpretations.

e Oral explanation and/or instructions given before the award of the contract shall not
be binding.

e Any information given to a prospective Offeror pertaining to this solicitation shall be
furnished promptly to other known prospective Offerors as an amendment, if that
information is necessary in submitting proposals or if the lack of it would be prejudicial
to other prospective Offerors.
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26.

27.

28.

29.

30.

31.

32.

33.

Examination of Records: The District shall have until three (3) years after final payment under
this contract to access and/or examine any of the Offeror’s directly pertinent books, documents,
papers or other records involving transactions related to this contract.
Licenses and Permits: During the term of the contract, the Offeror shall be responsible for
obtaining and maintaining in good standing, all licenses (including professional licenses, if any),
permits, inspections and related fees for each of any such licenses, permits and/or inspections
required by the District, county, city or other government entity or unit to accomplish the work
specified in this solicitation document and the contract. Offeror shall provide a copy of same to
District with their submittal.
Offeror Responsibility: Each Offeror shall fully acquaint himself/herself with conditions
relating to the scope and restrictions attending the execution of the work under the conditions of
this RFP. It is expected that this will sometimes require on-site observation. The failure or
omission of an Offeror to acquaint himself/herself with existing conditions shall in no way
relieve the Offeror of any obligations with respect to this RFP or contract.
Proper Invoice: Invoices submitted for payment for goods or services provided under this
contract shall contain, as a minimum, the following information:

e Name of business

e Contract number, Purchase Order Number, or other authorization for delivery of service
or property
Complete description
Price and quantity of property or service actually delivered or executed
Shipping and payment terms
Title, telephone number and complete mailing address of responsible official to whom is
to be sent; and

e Other substantiating documentation as required by the contract.
Rejection/Cancellation: The District reserves the right, to accept or reject, in part or in entirety,
any or all proposals, to negotiate with all qualified offerors and to cancel in part or in entirety
this solicitation if it is in the best interest of the District. Further, the District reserves the right
to waive any or all informalities or technicalities in order to serve the best interest of the
District.
Responses: All responses to this solicitation must comply completely with the requirements and
schedule indicated in this solicitation to be considered for evaluation. All Offeror(s) must be
able to meet or exceed any and all requirements.
Subcontracting: The Offeror shall not subcontract any portion of this contract without prior
written approval from the District, which consent shall not be unreasonably withheld, provided,
Offeror remains liable for performance of all terms of this contract.
Unlawful Acts: The District interprets a signed proposal as signifying that the accompanying
proposal is not the result of, or affected by, any unlawful act of collusion with any other persons
or company engaged in the same line of business or commerce, or any other fraudulent act
punishable under federal or state laws.

Proposal Content: Each Offeror must respond with information in sequence to each of the following. Failure

to respond to each of the items below may result in the Offeror’s proposal being deemed non-responsive:

1. One company representative must be clearly assigned to the District as the point of contact for all
performance and contract issues. Include representative’s name, telephone number, email address
and any other appropriate means of contact for the representative.
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2. Previous experience and references: Offerors shall provide as references, the names of at least
three (3) current customers, similar in size and nature to work to be performed under this
solicitation. Please provide name and telephone number. A brief description of the services
provided shall accompany each reference.

3. The District reserves the right to consider the level of customer satisfaction in award of the
proposal.

4. The District reserves the right to consider historic information and fact, whether gained from the
Offeror’s proposal, references, or any other source. Should the references volunteer any
information outside the specific questions, this information may be used in the evaluation process.

5. Previous Default: Have you ever defaulted on a contract or been denied a contract due to non-
responsibility to perform? If so, provide the facts and circumstances in your submission.

In submitting a proposal, the Offeror understands that the District will determine at its discretion, or in its best
interest, which proposal, if any, is accepted. The Offeror waives any right to claim damages of any nature
whatsoever, based on the selection process and any communications associated with the selection, and the final
selection of the successful Offeror.

Instructions to Offerors:

1. The District requires that one (1) original and two (2) copies of the proposal be submitted to the Lincoln
Public School Administrative Offices, 135 Old River Road, Door #3, Lincoln, Rhode Island 02865 no
later than the deadline specified to receive proposals. Any proposals received after the scheduled
deadline will be disqualified immediately in accordance with the District’s policy.

2. All proposals must be complete and must convey all of the information requested by the District. If
significant errors are found in an Offeror’s proposal, or if an Offeror’s proposal fails to conform to the
requirements of this solicitation, the District may elect to reject the proposal.

3. When specifications or descriptive literature are submitted with the proposal, enter the Offeror’s name
and address thereon.

4. All proposals must be in a sealed envelope and have clearly marked on the envelope:

Name of Firm

Address

Bid Proposal — RFP # 101426.DIPLOMA&GRADUATION
Bid Opening - THURSDAY, OCTOBER 29, 2026 at 2:00pm

Notification:

The contract resulting from this RFP shall be awarded to the most responsive and responsible offeror whose
proposal is determined to be the most advantageous to the District. The District reserves the right, however,
to reject any and all or portions of proposals received, and, in all cases, the District will be the sole judge as to
whether an Offeror’s proposal has or has not satisfactorily met the requirements of the RFP. The District is
not required to furnish a statement of the reason(s) why a proposal was not deemed to be the most advantageous
nor will it be required to furnish any information regarding the RFP.

General Terms and Conditions:
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1. Assignment: No contract or its provisions may be assigned, sublet, or transferred without the written
consent of the Business Administrator.

2. Experience and Reference Checks: The District reserves the right to consider historic information
and fact, whether gained from the Offeror’s proposal, references, and any other source, in the
evaluation process. The Offeror acknowledges (1) that District will contact various persons who are
familiar with the Offeror’s prior work and related matters, whether such persons are voluntarily
disclosed to the District in this proposal or not; (2) that truthful and complete information is necessary
for the District to make an adequate evaluation; and (3) that Offeror will not take any action against
any person who respond truthfully and in good faith to a bona fide inquiry by the District for purposes
of evaluating the proposals received by the District under this solicitation.

3. Governing Laws: All proposals submitted in response to this solicitation are governed under the laws
of the State of Rhode Island. The Offeror must be authorized and/or licensed to do business in the
State of Rhode Island. Notwithstanding the fact that applicable statues may exempt or exclude the
successful offeror from requirements that it be authorized and/or licenses to do business in the state,
by signing of this Agreement, the Offeror agrees to subject itself to the jurisdiction and process of the
federal and state courts in Rhode Island as to all matters and disputes rising or to arise under the
Agreement and the performance thereof, including any questions as to the liability for taxes, licenses
or fees levied by the State.

4. Indemnification: The Offeror(s) shall agree to hold the District harmless and to indemnify the District
from every expense, liability, or any payment arising out of or through injury (including death) to any
person(s) or damage to any property of any location in which work is located arising out of or suffered
through any act of omission of the Offeror(s).

5. Minority and/or Woman Owned Business: Specify if your firm is a certified minority and/or woman
owned business. If so, please provide the District a copy of the certificate.

6. Local Business. Please specify if your firm has a principal place of business within the State of Rhode
Island and/or the Town of Lincoln.

7. Right to Protest: Any Offeror who is aggrieved in connection with the awarding of a contract shall
protest to the School Business Administrator within five (5) calendar days of the date of Award by the
School Committee. The Protest should be emailed to Ms. Melissa Devine, Business Administrator,
devinem@lincolnps.org.

8. Submission of Data: Each Offeror, upon request, shall submit evidence of liability insurance,
Worker’s Compensation insurance and other data regarding experience relating to this RFP and
proposes to satisfy the requirements of this solicitation and fulfillment of a contract. The Contractor
shall maintain during the entire period of his performance under this contract, the required minimum
insurance covering all properties and activities that are encompassed in the performance of the
Proposal requirements. The Offeror must furnish a statement of Worker’s Compensation insurance as
required by law and by entering into contract guarantees that the Offeror will not file a claim against
the District.  All coverage shall be on an “occurrence” form with minimum acceptable coverage as
follows:

° Commercial General Liability: $1,000,000 each occurrence; $2,000,000 general
aggregate; $1,000,000 products and completed operations aggregate; $1,000,000 personal
& advertising injury

° Business Automobile Insurance: $500,000

9. Upon request and/or prior to the commencement of work hereunder, potential Offerors shall
furnish to the District a certificate that satisfies the above insurance requirements. The Town of
Lincoln and Lincoln Public Schools shall be additionally named insured in the title holder box
of said certificate.

The policies evidencing required insurance shall contain an endorsement to the effect that cancellation
or any material change in the policies adversely affecting the interests of the District in such insurance
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shall not be effective without fifteen (15) days advance written notice to the District. Failure to replace
any canceled insurance shall be deemed a breach of contract by the Offeror.

The insurance coverage listed in this RFP must be procured by the Offeror(s) at their own expense.

13. Termination: Subject to the Provisions below, the contract may be terminated for any reason by the
District providing a thirty (30) day advance notice in writing is given to the Contractor.

a. Termination for Cause: Termination by the District for cause, default or negligence on the
part of the Offeror shall be excluded from the foregoing provisions, termination costs, if any,
shall not apply. Any advance notice requirements are waived and the default provision of this
RFP shall apply.

The District may, by written notice of default to the Offeror, terminate this contract in whole
or in part if the Offeror fails to deliver supplies or to perform the services within the time
specified in this contract or any extension.

b. Termination for Non-appropriations:

i. Reduction in Scope: Any contract entered into by the District shall be subject to
cancellation without damages or further obligation when funds are not appropriated
or are not available to support continuation of the contract. In lieu of cancellation, the
District reserves the right to negotiate a reduction in scope of work which must be
agreed upon in writing as an addendum to the awarded contract.
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Bid Specifications:

The Lincoln High School is requesting proposals for:

1. Approximately 225-265 each per year — Lincoln High School

A. Diploma certificate, size 8” x 6, landscape orientation.
B. Diploma certificate to be completely engraved, including heading, body wording and seal on
American parchment paper
The student’s name, date and facsimile signatures are to be imprinted.
Each diploma certificate to include a clear acetate sheet to protect the diploma
Cover to be padded imitation blue leather, horizontal opening, appropriate size to fit 8” x 6”
certificate
Inside cover lining white silk moiré with red corner ribbons
a. Lion Insignia (provided by school) on inside cover opposite diploma sleeve
G. Cover imprinted in gold script to read:
i. Lincoln High School
ii. Lincoln, Rhode Island
H. Delivered and checked for accuracy by April 1
a. Modifications / Error correction completed within one week of report
b. Subject to mitigating circumstances

mo o

m

2. Approximately 50-60 Faculty/Distinguished Guests Robes (Rental)

A. Hoods and Gowns aligned with the highest degree obtained (Must be accurate)
B. Sizing determined prior to order
C. Delivered and checked for accuracy by May 1
a. Modifications / Error correction completed within one week of report
b. Subject to mitigating circumstances

3. Approximately 225-265 Graduation Caps, Gowns, and Tassels

A. Relevant sizing information provided in a timely manner to ensure delivery by April 1
B. Blue (Color provided by LHS) and White primary colors

a. Red, White, and Blue Tassels (Colors provided by school)

b. Extra 15 Tassels provided with order

4. Approximately 100-150 Rhode Island Honor Society Certificates

A. Honor certificate, size 8.5” x 117, landscape orientation.

B. Diploma certificate to be completely engraved, including heading, body wording and seal on American
parchment paper

C. The student’s name, date and facsimile signatures are to be imprinted
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1. PRICING SUMMARY: Diplomas

Lincoln High School 2026-2027 2027-2028 2028-2029
Certificate Unit Price
Cover Unit Price
2.& 3. PRICING SUMMARY: Graduation Apparel
Lincoln High School 2026-2027 2027-2028 2028-2029
Faculty/Guest Hood/Gown (Rental) Unit Price
Caps/Gowns/Tassels (Purchased) Unit Price
4. PRICING SUMMARY': Rhode Island Honor Society Certificates
Lincoln High School 2026-2027 2027-2028 2028-2029

RIHS Certificates

e All shipping charges for products shall be included in the pricing units above.

e Alist of Student Names, Certificate type and Purchase Order will be issued to vendor by

no later than February 1st each year.

e The diploma certificates and covers will be delivered to each location no later than April

1st each year.

e Additional certificates may be added beyond that date but no more than 10% of the

quantity ordered at each school.

e Sample of cover & certificates, tassels, and material of gowns/hoods must be included

with proposal.

This pricing summary document should be submitted with page 2 of this Request for Proposal

Authorized by:

Name and Title Printed

Signature:
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EVALUATION CATEGORY SUMMARY:

Category Ma_mmum Core Evaluation Criteria
Points
Price (Cost Proposal) 40 Points Mathema}tlcal inverse form_ula award (lowest
cost receives maximum points).
Company Info, Staffing & . Business stability, years in operation, staff
: : 25 Points - e 2] .
Years in Business licenses/certifications, and capacity.
Prior District & Institutional . Track record with this district or K-12 public
. 20 Points
Experience schools and references.

Completeness, compliance with RFP submittal
Adherence to Specifications 15 Points rules, timeline, documents, and
bonding/insurance.

Total Possible Score 100 Points

INSPECTION :

The District shall have the right to inspect any materials, components, equipment, supplies, services or
completed work specified herein. Any of said items not complying with these specifications are subject
to rejection at the option of the District. Any items rejected shall be removed from the premises of the

District and/or replaced at the entire expense of the successful Offeror.
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