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LEGAL NOTICE TO BIDDERS 

The Town of Collierville Purchasing Division is requesting sealed bids on the following items: 

BID # TC2015-60  “NEWSPAPER LEGAL NOTICES PUBLICATION” 

Complete bid packages are available from the Purchasing Division, 500 Poplar View Parkway, Collierville, TN 
38017, Monday through Friday, 8 a.m. to 5 p.m.  Interested parties may visit the Purchasing Division’s Bid and RFP 
webpage at http://collierville.com/departments/general-services/bids-and-rfps for further solicitation information and 
to obtain the project’s official bid/RFP distribution form by clicking on the bid/RFP/RFSOQ number.  The 
completed distribution form should be returned by facsimile request at 901-457-2258; or by email to 
tocpurchasing@ci.collierville.tn.us.   

Please Note: As a part of doing business with the Town of Collierville, Tennessee, each individual, company or 
organization is required to obtain a Vendor Number to reference when requesting a copy of any bid. The Vendor 
will also be required to reference its Vendor Number on the Bid Response Form.  

*The Vendor Number may be obtained by accessing the Town’s vendor registration site and registering as a Town 
of Collierville vendor at http://tocpurchasing.collierville.com/bso. If you are a registered vendor of the Town of 
Collierville, but have forgotten or misplaced your vendor number, please visit 
http://tocpurchasing.collierville.com/bso and click on the “Registered Vendor Search” link. If you have any 
questions regarding the Vendor Number, please call the Purchasing Division at (901) 457-2253. 

Deadline for sealed bids, submitted to the Purchasing Division, 500 Poplar View Parkway, Collierville, TN 38017, 
is Tuesday, January 12, 2016 2:00:00 p.m. (local time).  The bids will then or soon thereafter be publicly opened 
and read aloud in the Town Board Chambers at 500 Poplar View Parkway, Collierville, Tennessee. 

Bid packages must be clearly marked on the outside of the provided opaque Town of Collierville—Official Bid 
Envelope: TC2015-60 – “NEWSPAPER LEGAL NOTICES PUBLICATION” 

The Town of Collierville reserves the right to reject any and all bids, accept bids in part or whole, waive defects, 
informalities or minor irregularities in bids or bid process and to make bid awards, as deemed, to be in its best 
interest. 

During the competitive bid process, Bidders are instructed not to contact the employees of the using departments 
concerning this Bid Request.  The ONLY official position of the Town is that position which is stated in writing 
and issued by the Purchasing Division.  No other means of communication, whether written or oral, shall be 
construed as a formal or official response statement. 

Respectfully, 
Derek Honeycutt 
Director of General Services 
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TOWN OF COLLIERVILLE, PURCHASING DIVISION 
500 POPLAR VIEW PARKWAY 

COLLIERVILLE, TN 38017 
PHONE: (901) 457-2253 

 
The following terms, conditions, and instructions are included in and become a part of this Bid Request. 
 
1.0 PREPARATION OF BIDS: 

 
1.1 In order to maintain accurate data on each vendor receiving an Invitation to Bid, it is requested 

that the vendor receiving an invitation, but not wishing to bid, complete and return the attached 
NO BID REPLY FORM which is part of this section (Refer to page 9 of 9).  This information will 
not preclude receipt of future invitations unless the vendor requests that the firm’s name be 
removed from the Town’s Vendor Database or the vendor does not return either this form or a 
bonafide bid.  
 
Repeated failure to comply with this request shall be cause for removal of the vendor’s name from the 
vendor database.   
 

1.2 All information requested of the vendor shall be entered in the appropriate spaces throughout the bid 
documents.  Failure to provide the appropriate information SHALL be just cause for rejection of the 
bid. 

 
1.3 All information shall be entered in ink or typewritten.  Mistakes may be crossed out and correction 

inserted before submission of your bid.  The person signing the bid shall initial correction in ink.  
 

1.4 Corrections and/or modifications received after the designated bid opening time will not be accepted. 
 

1.5 An authorized officer, employee or agent of the bidder shall sign all bids. 
 
2.0 BID SUBMITTAL INFORMATION: 
 

2.1 The bid response document and the other documents contained in this bid packet are legal documents; 
if the bidder does not understand any of them, the bidder should consult with its attorney.  Only the 
document forms in this bid packet may be used. 

 
2.2 A bid shall be invalid if the bidder fails to deposit it in the designated location prior to the time and date 

for receipt of bids as indicated in the Legal Notice to Bidder(s).  The Town will not consider any bid 
received at the Town’s designated location for the bid opening after the exact time specific for receipt.  
The Town reserves the right to consider bids determined by the Town, in the Town’s sole discretion, to 
have been received late due to mishandling by the Town after receipt of the bid and prior to any award. 

 
2.3 A bidder may modify or withdraw a bid by an appropriate document executed and delivered to the 

Purchasing Division at any time prior to the opening of bids. 
 

2.4 Please Note:  As a part of doing business with the Town of Collierville, Tennessee, each individual, 
company or organization is required to obtain a Vendor Number to reference when submitting a Bid 
Response Form.  The Vendor Number may be obtained by accessing the Town’s vendor registration 
site and registering as a Town of Collierville vendor at http://tocpurchasing.collierville.com/bso.  If 
you have any questions regarding the Vendor Number, please call the Purchasing Division at (901) 
457-2253. 

 
2.5 Submit bids (1) in a Town of Collierville Official Bid Envelope with your company’s name and 

address, (2) the Town of Collierville sealed bid number and project title and (3) closing time and due 
date of bid. 

 

http://tocpurchasing.collierville.com/bso
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2.6 The Town is not responsible for delays occasioned by the U.S. Postal Service or any other means of 
delivery employed by the bidder. Similarly, the Town is not responsible for, and will not open, any bid 
responses that are received later than the date and time stated within this bid packet. 

 
2.7 All bid responses must be received and time stamped on or before the required bid opening time (local 

time, 00:00:00) at which time or soon thereafter all bids will be publicly opened and read aloud.  Late 
bids will not be considered. 

  
3.0 CRITERIA OF AWARD: 
 

3.1 The Town reserves the rights:  (1) to award bids/contracts received on the basis of individual items, or 
groups of items or on the entire list of items, (2) to reject any or all bids, accept bids in part or whole, 
(3) waive defects, informalities or minor irregularities in bids or bid process and (4) to award the 
bid/contract that is deemed, to be in the best value (most advantageous to the Town) as determined by 
some or all of the following:  

 
3.1.1 Prices offered. 
3.1.2 Quality of product/service offered. 
3.1.3 General reputation and performance capabilities of the bidder. 
3.1.4 Conformity with specifications herein. 
3.1.5 Delivery and/or installation schedule. 
3.1.6 Location and availability of service and/or repair facilities, personnel and parts. 
3.1.7 Suitability for intended use. 
3.1.8 Responses to provided references. 
3.1.9 Payment terms/discounts offered. 
3.1.10 Demonstrations provided, if required. 
3.1.11 Ability to meet contract requirements such as warranty provisions, insurance 

requirements, bonding requirements, etc. 
  

3.2 Town of Collierville reserves the right to purchase any or all items in this bid off the current State of 
Tennessee Statewide Contract, if it is considered by the Director of General Services to be in the best 
interest of the Town. 
 

3.3 In case of one or more identical bids, the winning bidder will be determined by placing in a hat sheets 
of paper bearing, respectively, the names of the bidders submitting identical bids, with a representative 
of the Town drawing one piece of paper, and the name of the bidder thereon shall be the successful 
bidder. 

 
3.4 The award of this bid to the successful bidder shall be governed by the laws of the State of Tennessee. 

 
4.0 SPECIFICATIONS: 
 

4.1 The specifications given in Section III are not intentionally written around any one manufacturer and 
are for the purpose of indicating general size, type, and description of the equipment needed. 

 
4.2 The Town hereby reserves the right to approve as an equal, or to reject as not being equal, any item the 

bidder proposed to furnish which contains minor variations from specification requirements but may 
comply substantially therewith.  Items exceeding specifications will be considered as meeting 
specifications. 

 
4.3 The bidder shall abide by and comply with the true intent of the specifications and not take advantage 

of any unintentional error or omission, but shall fully complete every part as the true intent and 
meaning of the specifications. 

 
4.4 Changes to the bid specifications are not valid unless authorized in writing by the Town of Collierville 

Purchasing Division by means of an addendum. 
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4.5 During the competitive bid process, Bidders are instructed not to contact the employees of the using 

departments concerning this Bid Request.  The ONLY official position of the Town is that position 
which is stated in writing and issued by the Purchasing Division.  No other means of 
communication, whether written or oral, shall be construed as a formal or official response statement. 

 
5.0 PRICING AND PAYMENT TERMS: 
 

5.1 Prompt payment discounts will be taken into consideration in determining the award.  However, an 
offer of a payment discount must allow a reasonable period of not less than thirty (30) days in order to 
be included in evaluation of bid pricing.  Payment discounts restricted to payment in twenty-nine (29) 
days or less will not be considered in evaluating bids, as such a short time imposes an unreasonable 
burden for processing a payment, and the Town cannot be assured that timely action will be taken.  A 
bid offering a payment discount in a period of less than thirty (30) days will be evaluated as a bid 
without a payment discount offer.  Should this bidder obtain an award by reason of their gross price, 
the Town will hold the offer of payment discount and would make every effort to obtain the discount 
even if extraordinary action is necessary. 

 
5.2 The Town reserves the right to accept any prompt payment discount offered by the successful bidder, 

however, time will be computed from date of receipt of correct invoice or receipt and acceptance of the 
shipment, whichever is later. 

 
5.3 All prices shall be valid for a minimum of sixty (60) days from the bid opening date unless otherwise 

indicated in the bid request. 
 

5.4 If there is a discrepancy between unit price and its extension, unit price shall prevail. 
 

5.5 Prices will be considered as net if no cash discount is shown. 
 
6.0 DELIVERY: 
 

6.1 All deliveries shall be F.O.B. Collierville, Tennessee location in place/inside.  Unless otherwise 
specified in the Invitation to Bid, all prices quoted by the bidder must be F.O.B. Collierville, Tennessee 
with all delivery, handling, surcharges and other charges included in the bid price.  Failure to do so may 
cause rejection of bid.  The Town will not pay any additional surcharges relative to this bid number.  

 
6.2 The successful bidder shall not be responsible for failure to deliver materials or render services due to 

acts of God.  
 
6.3 Time of delivery shall be stated as the number of calendar days following receipt of the order by the 

awarded vendor to receipt and acceptance of the goods or services by the Town. 
 
6.4 Should deliveries not be made on time as outlined in the successful bidder’s response sheet, then the 

Town has the authority to cancel any and all orders issued under this bid. 
 
7.0 LIABILITIES: 
 

7.1 The vendor shall hold the Town, its officers, agents, servants, and employees harmless from liability of 
any nature or kind because of use of any copyrighted, or uncopyrighted composition, secret process, 
patented or unpatented invention under this bid, and agrees to defend, at its own expense, any and all 
action brought against the Town because of the unauthorized use of such articles. 

 
8.0 GRATUITIES: 
 

8.1 Town of Collierville may, by written notice to the Bidder, cancel any contract and/or purchase order 
resulting from the bid without liability if it is determined by the Town that gratuities, in the form of 
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entertainment, gifts, or otherwise, were offered or given by the Bidder, or any agent or representative 
of the Bidder, to any officials or employee of the Town with a view toward securing a contract or 
securing favorable treatment with respect to the award, or the making of any determination with 
respect to the performing of such a contract.  In the event the contract and/or purchase order is 
cancelled by the Town pursuant to this provision, the Town shall be entitled, in addition to any other 
rights and remedies, to recover or with hold the amount of the cost incurred by the Bidder in providing 
such gratuities. 

 
9.0 SAMPLES: 
 

9.1 Samples of items, when required, shall be furnished free of cost to the Town. 
 

9.2 Samples of items selected may be retained for future comparison. 
 

9.3 Samples that are not destroyed by testing, or that are not retained for future comparison will be 
returned upon request at the bidder’s expense. 

 
10.0 CONFLICT OF INTEREST: 
 

10.1 No part of the total contract and/or purchase order amount resulting from this bid shall be paid directly 
or indirectly to any official or employee of the Town of Collierville, Tennessee as wages, 
compensation, or gifts in exchange for acting as official, agent, employee, subcontractor, or consultant 
to the bidder in connection with any work contemplated or performed relative to this bid. 

 
11.0 TAXES: 
 

11.1 The bidder shall not include any sales, use or federal excise tax to be collected from the Town since the 
Town is tax exempt. 

 
11.2 Tax exemption certificates will be furnished upon request. 

 
12.0 BRAND NAMES: 
 

12.1 Brand names and number, when used, are for reference to indicate the character or quality desired. 
 
12.2 When brand, number, or level of quality is not stated by the bidder, it is understood the offer is exactly 

as specified. 
 

12.3 Any items other than those brands specified in the bid specifications must be equivalent as to function, 
basic design, type and quality of materials, method of construction, and any required dimensions. 

 
13.0 DEFAULT BY BIDDER: 
 

13.1 In case of default by the bidder, the Town may procure the articles or services from other sources and 
may deduct from any monies due, or that may thereafter become due to the vendor, the difference 
between the price named in the contract or purchase order and actual cost thereof to the Town.  Prices 
paid by the Town shall be considered the prevailing market price at the time such purchase is made.  
Periods of performance may be extended if the facts as to the cause of delay justify such extension in 
the opinion of the Town. 

 
14.0 BID BONDS AND INSURANCE: 
 

14.1 When required, Bid Bonds may be submitted in the form of a Bid Bond or a Cashier’s Check in the 
amount required. 
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14.1.1 The Bid Bond must be considered good and solvent by the Town.  A good and solvent 
bond means a bond (1) written by a surety or insurance company listed on the United 
State department of the treasury financial management service (FMS) list of approved 
bonding companies, (2) written for an amount which is less than or equal to the amount 
indicated as approved for the surety or insurance company by the FMS, and (3) is written 
by a surety or insurance company that is licensed and authorized to do business as a 
surety or insurer in the State of Tennessee.  

14.1.2 If a Certified or Cashier’s check, as stated above, is supplied, a deposit slip will be 
completed for the transaction and the check will be deposited within no more than three 
business days after the initial collection, as required by state law (T.C.A. § 6-56-111) and 
as per Town standard operating procedures for cash control activities (FIN-051).  
Unsuccessful bidders who supplied a Certified or Cashier’s check will be reimbursed by 
the Town following the award of the contract.  

14.1.3 The Town may accept a Letter of Credit, in lieu of a Bid Bond or Certified or Cashier’s 
check, provided that the Bidder has contacted the Town no less than 7 business days, 
without exception, prior to the bid opening date and time to obtain a template of the 
language required by the Town to be placed in the Letter of Credit.  Failure to use the 
Town specified Letter of Credit language when submitting the Letter of Credit as stated 
in the manner below shall result in a non-responsive bid. 

 
14.2 When required, bidders must supply certificate of insurance or bonds through a company that is 

authorized to do business in the State of Tennessee. 
 

15.0 THIRD PARTY ASSIGNMENT: 
 

15.1 There shall be no assignments, whatsoever to third parties (financial, etc.) unless expressly agreed to 
by the Town of Collierville in a separate written agreement.  Any assignment or attempted assignment, 
of any nature to third parties, without consent of the Town, shall be cause for termination of the 
contract at the option of the Town. 

 
16.0 LIEU, CLAIMS OR ENCUMBRANCE: 
 

16.1 The vendor, by bidding their requirements and if they become the successful bidder, agree that all 
goods and materials are free of any lieu, claim or encumbrance. 

 
17.0 DOCUMENTS INCLUDED IN CONTRACTS: 
 

17.1 The specifications, terms / conditions and detailed requirements shall become a part of any contract 
agreement and / or purchase order that result from this bid. 

 
18.0 INSPECTION: 
 

18.1 When the Town deems it necessary to inspect shipments, it may do so.  Should the inspection reveal 
that the shipment is not as per the specifications, then the Town has the privilege to return said items at 
the supplier’s expense. 

 
19.0 PURCHASES FROM STATE OF TENNESSEE CONTRACTS: 
 

19.1 The Town reserves the right to purchase item(s) in this bid off the State of Tennessee Contract or other 
governmental agency contract if it is considered in the best interest of the Town. 

 
20.0 DISCLOSURE OF CONFIDENTIAL OR PROPRIETARY INFORMATION: 
 

20.1 Bidders are advised that T.C.A. 10-7-503(a) mandates that all State, County and Municipal records 
shall, all times during business hours, be available for personal inspection by any citizen of Tennessee.  
Any information which is identified in a bid response as proprietary or confidential is therefore subject 
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to inspection and the Town of Collierville assumes no liability for any information so identified and 
divulged pursuant to a request under T.C.A. 10-7-503(a). 

 
20.2 Once the bids have been opened by the Director of General Services or his/her designated 

representative, they may be inspected by the public and copies available to bidders only in the Office 
of Purchasing, 500 Poplar View Parkway, Collierville, Tennessee.  Copies made for other parties than 
the bidders will incur a duplication fee to be collected immediately upon receiving the requested 
copies. 

 
21.0 TITLE VI INFORMATION: 
 

21.1 The Town does not discriminate on the basis of race, color, national origin, age, sex, or disability in its 
hiring and employment practices, or in admission to, access to, or operation of its programs, services, 
and activities pursuant to Title VI or the Civil Rights Act of 1964 (42 U.S.C. 200d) and the Americans 
with Disabilities Act of 1990, Pub. L.101-336. 

 
22.0 COLLUSION: 
 

22.1 Bidders, by submitting a signed bid or proposal, certify that the accompanying bid or proposal is not 
the result of, or affected by, any unlawful act of collusion with any other person or company engaged 
in the same line of business or commerce, or any other fraudulent act punishable under Tennessee or 
United States law.  

 
23.0 BID PROTEST: 
 

23.1 Any protest concerning the award of this bid shall be decided by the Director of General Services. 
Protest shall be made in writing to the Office of Purchasing and shall be filed within 10 days of 
issuance of award notification. A protest is considered filed when received by the Office of 
Purchasing. The written protest shall include the name and address of the protestor, identification of 
the procurement, a statement of the specific reasons for the protest and supporting exhibits. The Office 
of Purchasing will respond to the written protest within seven days. The Director of General Services’ 
decision relative to the protest shall be final. 

 
24.0 AVAILABILITY OF APPROPRIATED FUNDS: 
 

24.1 The bidder hereto agrees that any and all payments due from the Town, as required under the terms of 
this agreement, are contingent upon the availability of Appropriated Funds. 

 
25.0 BID WITHDRAWAL: 
 

25.1 At any time up to the hour and date set for opening of bids, a bidder may withdraw his/her bid.  Such 
withdrawal must be in writing and sent to the Director of General Services at the address set forth 
herein, delivered in person.  Such withdrawal shall be effective only upon receipt by the Director of 
General Services and will not preclude the submission of another bid by such bidder to the hour and 
date set for the opening of bids. 

 
25.2 After the scheduled time for opening of bids, no bidder will be permitted to withdraw his/her bid. 

 
26.0 TIE BID: 
  

26.1 In case of one or more identical bids, the winning bidder will be determined by placing in a  
hat sheets of paper bearing, respectively, the names of the bidders submitting identical bids, with a 
representative of the Town drawing one piece of paper, and the name of the bidder thereon shall be 
the successful bidder.  
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27.0 QUESTIONS AND INQUIRES: 
 

27.1 Any concerns with this invitation to bid should be addressed to Mandy Bajusz, Purchasing Manager, 
telephone number (901) 457-2261, FAX number (901) 457-2258, Monday through Friday, 8:30 A.M. 
to 4:30 P.M. 

 
27.2 Any matter of this bid package that requires explanation or interpretation must be inquired into by the 

Bidder in writing at least three days (excluding weekends and holidays) prior to the time set for the 
Bid Opening.  Fax all questions to the Buyer, Lori Bryant, in the Purchasing Division at (901) 457-
2258.  All questions will be responded to in the form of written addenda to all Bidders.  All addenda 
that you receive shall become a part of the contract documents. 

 
27.3 No addenda will be issued later than three (3) business days prior to the date for receipt of bids except 

an addendum withdrawing the request for bids or one which includes a revised date for receipt of bids. 
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TO OUR SUPPLIERS: Please take a few minutes to complete this form and return it if you 
are submitting a “No Bid” response. 

 

STATEMENT OF NO BID 
 
We ask that you place an “X” on the appropriate blank that corresponds with your company’s 
“No Bid” response. 
 
1. _________ Specifications too “tight”, i.e. geared toward one (1) brand or manufacturer only.  

(Briefly explain below.) 
 
2. _________ Specifications are unclear.  (Briefly explain below) 
 
3. _________ We are unable to meet specifications. 
 
4. _________ Insufficient time to respond to the Invitation to Bid. (Briefly explain below if fault 

of Town) 
 
5. _________ Our schedule would not permit us to perform within the required time. 
 
6. _________ We are unable to meet bond requirements. 
 
7. _________ We are unable to meet insurance requirements. 
 
8. _________ We do not offer this product or service. 
 
9. _________ Remove us from your bidders list for this particular commodity or service. 
 

10. _________ Please keep our name on your bidders list for future reference. 
 
11. _________ Other (specify below) 
 
FURTHER REMARKS: (e.g., name change, address, phone or Fax change) 
 

 

 

 

 
COMPANY NAME: _____________________________________________________ 

DATE: ____________________________ TIME: _____________________________ 

NAME: ___________________________ TITLE: ____________________________ 

SIGNATURE: __________________________________________________________ 



SEALED BID No.  TC2015-60 
DUE DATE: 01-12-2016 
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TOWN OF COLLIERVILLE, PURCHASING DIVISION 
500 POPLAR VIEW PARKWAY 

COLLIERVILLE, TN 38017 
PHONE: (901) 457-2253 

 
1. SCOPE 
 
The intent of this Invitation to Bid and the resulting contract will be to obtain the services of a firm specializing in 
the publishing of newspapers for the purposes of publication of official public notices for The Town of Collierville.  
Official notices will include, but not be limited to, public notice of board and commission meetings, and bid lettings. 
 
2. QUANTITIES 
 
Quantities listed are the Town’s best estimate of current requirements, but shall not bind it to purchase, accept or pay 
for more than its actual needs nor for any item for which funds are not available.  Although the Town makes no 
guarantee of quantities purchased under this contract, the Town estimates spending approximately $7,500 annually. 
 
3. CONTRACT TERM 
 
The period of this Contract shall be for twelve (12) months. 
 
4. SPECIFICATIONS 
 

4.1. The Town requires distribution reports and completion of the items in Item 10 – Vendor Responses for its 
information.  The Town requires that this information be provided in the Contractor’s bid submittal 
envelope. 
Comply: _________ Exception: _____________________________________________ 
 

4.2. The Contractor shall provide legal advertising services in accordance with all applicable Federal, State and 
local laws and regulations. 
Comply: _________ Exception: _____________________________________________ 
 

4.3. The Contractor shall minimize white space in laying out advertisements and ensure that layout is in the 
most compact, cost effective format that is readable. The Town will work with the selected contractor to 
determine an acceptable type size prior to the first publication. 
Comply: _________ Exception: _____________________________________________ 
 

4.4. The Contractor shall minimize errors in publications.  For any advertisement published with errors due to 
contractor error, the ad shall be re-run in the next publication at no cost to the Town. 
Comply: _________ Exception: _____________________________________________ 

 
4.5. The Contractor shall place the ad in the next paper following the notification of the ad requirement.  For 

any advertisement received by the deadline, but not published as required, the ad shall be run in the next 
publication at no cost to the Town. 
Comply: _________ Exception: _____________________________________________ 

 
4.6. The Contractor shall accept ads via fax, email, mail or telephone. 

Comply: _________ Exception: _____________________________________________ 
 
4.7. The Contractor shall have no minimum amount of type that shall be included in a particular ad. 

Comply: _________ Exception: _____________________________________________ 
 
4.8. The Contractor shall provide a dedicated account representative to the Town.  This representative shall 

receive and review all advertisements submitted by the Town.  The successful bidder shall provide the 
contact name, telephone number, fax number and email address for the representative as well as for a 
direct supervisor.  Within the first thirty days of the start of the contract, the account representative shall 
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meet with the Town staff responsible for placing ads and mutually develop a work plan.  The Town 
reserves the right to request a new account representative should problems occur on a continuing basis 
during the contract period. 
Comply: _________ Exception: _____________________________________________ 

 
4.9. The Contractor shall give the Town a deadline when ads must be submitted in order for the ads to be 

published in the next publication. 
Comply: _________ Exception: _____________________________________________ 

 
4.10. The Contractor shall accept ads in at least Microsoft Word (.doc & .docx), .pdf, and/or email text formats. 

Comply: _________ Exception: _____________________________________________ 
 
4.11. The Contractor shall assist the Town with emergency ads or modifications past the regularly scheduled 

deadline for submission of ads. 
Comply: _________ Exception: _____________________________________________ 

 
4.12. The Contractor shall respond to inquiries from the Town the same business day or by the close of business 

the next business day. 
Comply: _________ Exception: _____________________________________________ 

 
4.13. The Contractor shall notify the Town of any changes in schedules due to holidays or closings at least one 

week in advance of the revised deadline. 
Comply: _________ Exception: _____________________________________________ 

 
4.14. The Contractor shall submit tear sheets with each invoice. 

Comply: _________ Exception: _____________________________________________ 
 
4.15. Advertisements shall be a minimum of 2" long 

Comply: _________ Exception: _____________________________________________ 
 

5. ONLINE PUBLICATION 
 
5.1. The Town requires that its public notices be available online, either through the newspaper’s website or 

through a regional or statewide public notice portal. Please indicate the website address where the Town’s 
public notices will be located. 
 
Website address: _____________________________________ 
 

5.2. In accordance with Tennessee state law, T.C.A. § 1-3-120, enacted in 2013, the Contractor shall comply 
with the following: 
1-3-120. Newspapers of general circulation that publish public notices required to post notice in its 
entirety on web site for same price. 
 
(a) Beginning April 1, 2014, in all cases where a public notice or legal notice is required to be published 
in a newspaper of general circulation, the newspaper shall for the same price post the complete notice: 
 
(1) On the newspaper's web site, where it shall be published contemporaneously with the notice's first print 
publication and will remain on the web site for at least as long as the notice appears in the newspaper; and 
 
(2) On a statewide web site established and maintained as a joint venture of the majority of Tennessee 
newspapers as a repository for such notices and will remain on the repository web site for at least as long 
as it appears in the newspaper. Any newspaper of general circulation that meets the criteria of this 
subsection (a) shall have access to the statewide web site at no charge. 
 
(b) Any such notice shall be published online in its entirety, including maps and other exhibits, and shall 
include the date on which it was first printed in the newspaper. 
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(c) An error in a notice placed on the newspaper web site or statewide web site, or temporary web site 
outages or service interruptions prohibiting the posting or display of such notice shall be considered 
harmless error and proper legal notice requirements shall be considered met if the notice published in the 
newspaper is correct. 
 
(d) Each newspaper of general circulation publishing public notices shall include on its web site home 
page a link to its public notice section and shall include on its public notice home page a link to the 
statewide public notice web site. 
 
(e) Any notice published on a web site pursuant to subdivisions (a)(1) and (2) shall be accessible to the 
public at no charge. 
 
HISTORY: Acts 2013, ch. 124, § 1. 

 
6. PURCHASE METHOD 

6.1. The Town will submit all ads via email, fax, mail, or over the telephone. 
6.2. The Town will issue purchase orders for all ads to be placed.  The Contractor will contact the using 

department to get the purchase order number and to give the department the ad size and price. 
6.3. Invoices shall be issued monthly for all advertisements in that month.  The invoice shall include the 

following information: 
6.3.1. Date of Publication 
6.3.2. Ad description 
6.3.3. Purchase order number 
6.3.4. Ad size 
6.3.5. Unit Price (Price per column-inch) 
6.3.6. Total Price 
6.3.7. Publisher’s affidavits and tear sheets 
Comply: _________ Exception: _____________________________________________ 

 
7. NON-EXCLUSIVITY 
 
Upon occasion, and when warranted, the Town may, at its discretion, advertise with another publication or 
additional publications if it determines the need to do so. 
Acknowledged:  Yes: __________  No: __________ 
 
8. PRICING 
 
Bidder shall indicate on the bid form the cost per column-inch for the advertisements.  Prices quoted shall remain 
firm for the term of the contract. 
 
9. REFERENCES: 
 
Each bidder shall submit with their bid a list of at least three (3) customers, preferably municipal governmental 
agencies, which have contracted similar services within the last twelve months.  The listing shall include a contact 
name and phone number. 
 
10. VENDOR RESPONSES: 
 
Please indicate responses to the following: 
 
Frequency of Publication: ________________________________________________ 
 
Day(s) of Publication: ___________________________________________________ 
 
Advertising Deadline (Day and Time): ______________________________________ 
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Circulation Quantity (per issue): ____________________________________________ 
 
Location(s) of availability (e.g. home delivery, location(s) of newsstands or kiosks) 
_____________________________________________________________________________________________ 
_____________________________________________________________________________________________ 
_____________________________________________________________________________________________ 
 
Newsstand price per copy: _________________________________________________ 
 
11. SUBMISSION OF BID DOCUMENTS 
 
The Bid, with attachments, must be placed in the supplied Town of Collierville bid envelope, sealed and delivered to 
the Town of Collierville. The envelope containing the Bid and attachments must be plainly marked with the 
following information to-wit:  
 

(1) The Bidder’s name and Address, 
(2) Due Date of Bid package, 
(3) Project Title. 

 
The following items SHALL be returned in the bid package for consideration: (Failure to provide appropriate 
information SHALL be just cause for rejection of the bid.) 
 
(1) Comply and Exception, Section III 
(2) Bid Response Form, Section IV 
(3) Title VI Form, Section V (Optional) 
(4) Reference Sheet, Section VII 
 
All bid documents shall be submitted to the Town of Collierville General Services Department, 500 Poplar View 
Parkway, Collierville, TN 38017 no later than 2:00:00 P.M. (local time) on Tuesday, January 12, 2016. 
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BID RESPONSE FORM 
 

Town of Collierville 
General Services Department 

500 Poplar View Parkway  
Collierville, Tennessee 38017 

(901) 457-2253 
 

 
POSITIVELY NO BIDS CONSIDERED UNLESS SUBMITTED ON THIS FORM       BID NO.: TC-2015-60 
 
ALL SEALED BIDS MUST BE RECEIVED AND TIME STAMPED ON OR BEFORE TUESDAY, JANUARY 12, 2016, 2:00:00 P.M. 
(LOCAL TIME) IN THE OFFICE OF THE DIRECTOR OF GENERAL SERVICES, 500 POPLAR VIEW PARKWAY, COLLIERVILLE, 
TENNESSEE 38017, AT WHICH TIME OR SOON THEREAFTER THE BIDS WILL BE PUBLICLY OPENED AND READ ALOUD IN 
THE TOWN BOARD CHAMBERS. 
 
IF YOU DO NOT RESPOND TO THIS REQUEST FOR BID WITH A “BID” OR “NO BID”, WE WILL ASSUME THAT YOU NO 
LONGER WISH TO BID ON THE COMMODITY INDICATED BELOW, AND YOUR COMPANY’S NAME MAY BE REMOVED FROM 
THE MAILING LIST. 
 
**REQUIRED TO SUBMIT BID:  TOWN OF COLLIERVILLE VENDOR # _____________________________________  
(See Public Notice Form for Information on Obtaining a Vendor #) 
 

ITEM DESCRIPTION UNIT PRICE 

1 
 
 
2 

Advertisement rate per column-inch………… 
  (Weekday) 
 
Advertisement rate per column-inch………… 
  (Sunday, if available) 

 

 
DELIVERY PROMISED: _________________________________________________________________________  F.O.B. COLLIERVILLE  
 
TERMS: _____________________________________________________________________________________  Discounts will be allowed 
for prompt payment as follows:   10 calendar days, _____%;  15 calendar days ____%;  20 calendar days ____%;  30 calendar days ____%. 
     45 calendar days, _____%;  60 calendar days ____%;  90 calendar days ____%;  ______ calendar days ____%. 
FIRM’S NAME: __________________________________________  ADDRESS: ________________________________________________ 
 
Organized and existing under the laws of the State of __________________________________ and doing business as _____ a corporation, 
_____ a partnership, _____ an individual,  _____ a limited liability company, or _____ otherwise.  
 
CITY: ______________________________________   STATE: _______________________________  ZIP: ___________________________ 
 
TELEPHONE: _________________________________ FAX: _______________________  EMAIL: _________________________________ 
 
NAME:  __________________________________________________    TITLE:  _________________________________________________ 
 
AUTHORIZED SIGNATURE:  __________________________________________________ DATE:  ________________________________ 

Stan Joyner 
Mayor 

 
James H. Lewellen 
Town Administrator 

 
Derek Honeycutt 

Director of General Services 
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TITLE VI INFORMATION 

 
1. The Town of Collierville agrees to comply with the Title VI of the Civil Rights Act of 1964 (42 U.S.C. 

200d, et seq.), and the Department of Transportation Implementing Regulations (49 CFR Part 21) relative 
to the Contract which is the subject hereof. 

 
2. The Contractor is requested, but is not obligated, to include the following disclosure information, Voluntary 

Title VI and Title IX Form, with the Contractor’s sealed bid. 
 
 

VOLUNTARY TITLE VI AND TITLE IX FORM 
Attach form to sealed bid 

 
For Title VI and Title IX compliance, the Contractor’s voluntary disclosure of the following 
information is requested. 
 
1. Number of Contractor’s Employees Who Are: 
 
 ____________ Male  ____________ Female 
 
 
2. Number of Contractor’s Employees Who Are: 
 
 ____________ Caucasian   ____________ African-American 
 

____________ Hispanic ____________ Other (please specify) 

____________________________________

____________________________________

____________________________________ 
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TOWN OF COLLIERVILLE, PURCHASING DIVISION 

500 POPLAR VIEW PARKWAY 
COLLIERVILLE, TN 38017 

PHONE: (901) 457-2253 
 

Vendor Notification List 
TC2015-60 “Newspaper Legal Notices” 
Commodity Code: 915-02 (Advertising (Notice of Bid Solicitation)), 915-71 (Newspaper and Publication 
Advertising) 
 

Vendor ID Vendor 
Name 

Address City State Postal 
Code 

Contact 
Name 

Phone Fax Email 

00004299  Desoto 
Times-
Tribune  

PO Box 
100  

Hernando  MS  38632  Jimmie 
Sparks  

(662)429-
6397  

(662)429-
5229  

classifieds@desototimestribune.com 

00000600  Gannett 
Satellite Info 
Network  

The 
Jackson 
Sun  
P. O. Box 
1059  

Jackson  TN  38302  Betty 
Allen  

(731)425-
9727  

(731)425-
9692  

ballen@jackstntn.gannett.com 

00003233  Journal West 
10 Media, 
LLC  

2850 Stage 
Village 
Cove, Suite 
5  

Bartlett  TN  38134  Vikki 
Clark  

(901)433-
9138  

(901)529-
7687  

vikkiRclark@gmail.com 

00000570  Memphis 
Employment 
Guide  

P.O. Box 
342695  
3150 Stage 
Post Drive, 
Suite #102  

Memphis  TN  38134  Twonia 
Coleman  

(901)213-
2112  

(901)213-
1126  

elissa.duvall@theemploymentguide.com 

00000113  Memphis 
Publishing / 
Commercial 
Appeal  

495 Union 
Ave  

Memphis  TN  38103  Jim 
Schoggen  

(901)529-
6534  

(901)529-
2831  

classad@commercialappeal.com 

00000037  The 
Collierville 
Herald  

148 N Main  Collierville  TN  38017  Kathy 
Garrett  

(901)853-
2241  

(901)853-
2241  

kathylgarrett@gmail.com 

00004395  The Daily 
Helmsman  

113 
Meeman 
Journalism 
Bldg.  

Memphis  TN  38152-
3290  

Robert L. 
Willis  

(901)678-
5474  

(901)678-
0882  

rlwillis@memphis.edu 

00002091  The Daily 
News 
Publishing 
Company, 
Inc.  

193 
Jefferson 
Avenue  

Memphis  TN  38103  Don 
Fancher  

(901)523-
1561  

(901)526-
5813  

dfancher@memphisdailynews.com 

00002908  The South 
Reporter, 
Inc.  

P.O. Box 
278  

Holly 
Springs  

MB  38635  Barry 
Burleson  

(662)252-
4261  

(662)252-
3388  

burleson@dixie-net.com 
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TOWN OF COLLIERVILLE  

REFERENCE SHEET FOR BID NO. TC2015-60 

Each bidder shall submit with their bid a list of at least three (3) customers, which contracted services similar 
to what we are specifying herein sometime during the past twelve months.  The listing shall include a contact 
name with phone number, since it is the intent of the Town of Collierville to call all names submitted for 
verification and recommendations.  

(1) NAME OF COMPANY: 

  

ADDRESS: 

PHONE NUMBER: 

CONTACT: 

 

(2) NAME OF COMPANY: 

  

ADDRESS: 

PHONE NUMBER: 

CONTACT: 

 

(3) NAME OF COMPANY: 

  

ADDRESS: 

PHONE NUMBER: 

CONTACT: 
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