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1. Contractor’s Promotional Items pricing schedule is as follows: 

a. 10% - 22% discount off published list price    

b. Set-up fees - based by manufacturer (shall pass on exact cost)  

c. Set-up fees for other goods or services offered - Set-up fees for other goods or services offered - based by 

manufacturer (shall pass on exact cost)  

2. Contractor’s Imprinting Services pricing schedule is as follows: 

a. Custom designing and creating artwork - $35.00 flat fee for first design and $5.00 revision/art fee waived for all 

designs that take less than one hour 

b. Custom designing print screen and embroidery artwork - $35.00 flat fee for first design and $5.00 revision/art fee 

waived for all designs that take less than one hour  

c. Tape creation - $35.00 up to 10,000 stitches 

d. Tape edits - $0 - $10.00 per edit if created by Contractor (cannot edit a customer provided tape)  

e. Conversion of art to vector format - $25.00 to $35.00  

f. Personalization - $5.50 per name 

g. Thread color changes - no additional cost up to 10 colors 

h. Second location - $5.00 to $7.50  

i. Poly-bagging garment - $0.36 each (upon request only)  

j. Embroidery set-up fees - no additional cost  

k. Screen print set-up fees – based by manufacturer (shall pass on exact cost)  

l. Set-up fees for other goods or services being offered - based by manufacturer (shall pass on exact cost)  

m. Sample(s) - no cost with a selling price of $20.00 or less, materials or color swatches 

n. Embroidery pricing: (Embroidery only, apparel/item not included)  

Number of 

Stitches 

7 or 

under 

8-14 

pieces 

15-29 

pieces 

30-74 

pieces 

75-149 

pieces 

150-299   

pieces 

300-599 

pieces 

600-999 

pieces 

1000-4000 

pieces 

Up to 4000 $5.57 $4.00 $3.14 $2.14 $2.14 $2.07 $1.64 $1.64 $1.57 

Up to 5000 $3.29 $4.50 $3.57 $2.50 $2.50 $2.43 $2.07 $2.07 $1.64 

Up to 6000 $7.00 $5.00 $4.00 $3.00 $3.00 $2.86 $2.29 $2.29 $2.00 

Up to 7000 $7.71 $5.50 $4.42 $3.43 $3.43 $3.29 $2.57 $2.57 $2.29 

Up to 8000 $8.43 $6.00 $4.86 $3.86 $3.86 $3.57 $3.00 $3.00 $2.71 
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Up to 9000 $9.14 $6.50 $5.29 $4.14 $4.14 $3.93 $3.21 $3.21 $3.00 

Up to 10000 $14.71 $7.00 $5.71 $4.64 $4.64 $4.43 $3.57 $3.57 $3.29 

Each Addtl. 

1000 stitches 

$1.14 $0.43 $0.36 $0.33 $0.33 $0.29 $0.21 $0.21 $0.14 

o. Screen Printing Services pricing: (Screen Printing only, apparel/item not included)  

Number of Colors 

Quantity 1 2 3 4 5 6 Each add’l color 

1-11 $4.64 $8.21 $11.79 $15.36 $18.93 $22.50 $N/A 

12-23 $3.57 $5.36 $7.50 $9.64 $11.78 $13.92 $N/A  

24-47 $2.14 $3.00 $3.86 $4.64 $5.43 $6.14 $0.71 

48-71 $1.79 $2.50 $3.21 $3.86 $4.50 $5.14 $0.64 

72-143 $1.43 $2.14 $2.79 $3.36 $3.86 $4.29 $.043 

144-287 $1.14 $1.57 $2.00 $2.43 $2.86 $3.29 $0.40 

288-499 $1.00 $1.36 $1.71 $2.07 $2.43 $2.79 $0.36 

500-999 $0.79 $1.07 $1.36 $1.64 $1.93 $2.21 $0.29 

1,000-1,999 $0.73 $0.87 $1.01 $1.16 $1.30 $1.44 $0.14 

2,000-4,999 $0.69 $0.81 $0.94 $1.04 $1.14 $1.26 $0.11 

5,000-up $0.54 $0.67 $0.80 $0.90 $1.00 $1.10 $0.10 

 

3. Contractor shall provide electronic proofs at no additional charge.  

4. Contractor shall pass on exact delivery costs on all standard, rush order, and manufacturer orders to the University as 

applicable.    

5. Contractor shall waive restocking and shipping fees for products that are damaged and/or printed incorrectly.  Contractor 

shall be notified within 10 days of receiving order.  

6. Contractor shall pass on exact restocking and shipping fees of returns/exchanges to the University as applicable.  

7. Prior to production and if requested, Contractor shall waive final product sample(s) (with logo) when followed by an order.    

8. Contractor shall maintain IMG licensed for James Madison University for the duration of the contract.  Any associated costs 

shall be the sole responsibility of the Contractor.  

9. Contractor shall not bill the Purchasing Agency charge card processing fees.   
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10. All deliveries made to the Purchasing Agency shall be FOB destination.  

11. Payment shall be made to the Contractor in accordance with the Code of Virginia, §2.2-4347 through 2.2-4354, Prompt 

Payment Act.  

12. The Contractor has disclosed all potential fees.  Additional charges shall be reviewed and approved by Procurement Services 

prior to purchase.  



 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Request for Proposal 

 

RFP# DMS-1000 

 
 

Promotional Items and Imprinting Services  
 

 

 

 

March 22, 2018 
 

 

 

 

 

 





 

 
 

REQUEST FOR PROPOSAL 
 

RFP # DMS-1000 

 

TABLE OF CONTENTS 

 

 

Statement of Needs………………………………………………………….… Pages 1-7 

 

Pricing Schedule………………………………………………………….…… Pages 8-11 

 

Attachments Listing…………………………………………………....……… Page 12 

 

Narrative………………………………………………………………………. Page 13 

 

Resume for Spencer Mahanes…………………………………………………. Page 14 

 

VASCUPP Member List………………………………………………………. Page 15 

 

JMU Attachment A, Offeror Data Sheet………………………………………. Page 16 

 

JMU Attachment B, SWaM Utilization Plan……………….…….………. Pages 17-18 

 

JMU Attachment C, Sample Contract………………………………………… Page 19 

 

JMU Attachment D, Zone Map………………………………………….……. Page 20 

 

Sample Quotes and Invoices…………………………………………….….…. Pages 21-24 

 

Sample Embroidery and Screen Print Designs…………………………………Page 25 

 

Copy of IMG (CLC) Contract…………………………………………………. Pages 26-29 



 

 

1 

 

 

I. STATEMENT OF NEEDS 
 

James Madison University desires to partner with contractors to provide quality promotional 

items and imprinting printing services.  Offerors interested in responding to this solicitation may 

choose one or both areas to respond to under the Statement of Needs section of this RFP.  Area 

A: Promotional Items and Area B: All Imprinting Services.  The successful contractor(s) shall 

furnish goods and services in the area in which they provide a response.  

James Madison University reserves the right to obtain other cost estimates prior to authorizing 

work, and to solicit any project separate and apart from the resulting contract(s) as may be 

deemed in the best interest of the University.  James Madison University reserves the right to 

request a quotation from one or more contractors with which the University has a contract.   

A. Promotional Items 

 

James Madison University desires to partner with contractors to provide quality promotional 

items.  The Contractor shall be an authorized reseller of the promotional items being offered.  

All items are to be new and in original packaging.  The Contractor shall not ship substitute 

items without prior approval from James Madison University personnel.  James Madison 

University shall provide and approve all logo(s) to be used on promotional items.   

 

Contractor shall ensure that all “JMU Identity” guidelines are met when providing requested 

items.  JMU’s Official Graphic Standards,” including colors, logos, photography, etc. can be 

found at:  https://www.jmu.edu/identity/graphic-style/index.shtml  

 

Describe in detail your approach to the following directly under each item and include all 

associated costs in Section: X Pricing Schedule.   

1. Provide the link to your complete electronic catalog containing all available 

promotional items being offered which includes list price.  Provide contract pricing 

and/or percentage discount of published list price and quantity discounts in Section X. 

Pricing Schedule, A. 1.  

www.yourpromoneeds.com  

2. Describe ability to customize an electronic catalog for James Madison University.  

We have the ability to create a web store or catalog for JMU for up to 100 items, details 

of products for JMU would be needed in order to complete a web store or catalog.  

3. Describe ability to provide electronic proofs.  Provide associated costs in Section X. 

Pricing Schedule, A. 2.   

Electronic proofs are available upon request and/or depending on time needed for 

production of promotional items. 

4. Describe ability to provide a local sales representative for James Madison University 

and/or willingness to meet with departmental end-users upon request.  

JMU has a designated Sales Representative, Spencer Mahanes, who will be able to meet 

with any department by phone or in person at the request of department personnel.  He 

is on the JMU campus bi-weekly and is happy to adjust his dates for visiting the campus 

based on customer needs.  

https://www.jmu.edu/identity/graphic-style/index.shtml
http://www.yourpromoneeds.com/
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5. List all contact information for ordering, invoicing, customer service, etc. 

Accounting: Kathryn Mahanes 434-305-2233 kathryn@yourpromoneeds.com  

Ordering: Spencer Mahanes 434-825-4965 spencer@yourpromoneeds.com  

Customer Service: Spencer Mahanes 434-825-4965 spencer@yourpromoneeds.com  

6. Describe experience in working with various departments at educational institutions 

similar to James Madison University.  Include method for collaboration for individual 

orders. 

Spencer Mahanes has been selling promotions to various colleges for over 13 years. 

(i.e. UVA, William & Mary, ODU, VCU, NAU and more.) He has met personally with 

different departments to discuss events and needs; to help come up with ideas as well as 

supply information and pricing on requested items. He has helped by designing mock 

ups, suppling samples and ordering spec samples of desired items while maintaining the 

integrity of all customer logos and art work. Contact via phone and email are vital 

avenues of contact for Spencer with his customers to complete projects in a timely 

manner. Paper catalogs are also available when needed for customers to have on hand 

or for when not all personnel are available to meet in person.  

7. Indicate if your firm is currently licensed through IMG College Licensing Company for 

James Madison University.  Provide copy of certificate or proof of license.  Firm shall 

be licensed prior to an award of a contract.  Licensing information can be found at:    

http://www.clc.com/Licensing-Info.aspx  

 

Promo Factory has been licensed to work with JMU through IMG since 2012 and we 

have provided a copy of our signed agreement with this proposal.  

Please see pages 26 through 29 

 

8. Describe plan for providing pre-production samples (when requested by department) of 

promotional items with logo.  Provide quantity limit and associated costs for samples in 

Section X. Pricing Schedule, A. 10.    

Pre-production samples are available to all our customers. The ability to provide any 

spec sample(s) will be dependent on the time frame that the final product is needed. 

 

9. Provide details of minimum order requirements, if applicable. 

Minimums for orders are set by the production manufacturers and are different for all 

items. In some cases, there may be the option of an order having a less than minimum 

charge to order a smaller than normally required amount and Spencer will notify his 

customer of this option and associated costs when and if it is needed and is available. 

There is no minimum charge for orders.  

mailto:kathryn@yourpromoneeds.com
mailto:spencer@yourpromoneeds.com
mailto:spencer@yourpromoneeds.com
http://www.clc.com/Licensing-Info.aspx
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10. Describe delivery options, policies, turnaround time, including standard orders, rush 

orders, and manufacturer orders for delivery.  All orders shall be FOB destination.  

Provide delivery costs in Section X. Pricing Schedule, A. 3.  

Orders are shipped via ground service unless otherwise requested by purchaser. 

Standard shipping is 1 to 5 business days. If requested rush orders are available on most 

items available. It is our policy the review rush production charges verses rush shipping 

to ensure a better overall cost to our customers Rush delivery is 1 to 2 business days. 

We do not markup freight costs. (upon request by the purchaser we will provide 

shipping estimates) The overall shipping time will depend on the manufacturing factory 

location. Whenever possible the closest manufacturing locating will be requested. 

Typical promotional orders take 2 weeks to deliver from proof approval to final 

delivery.  

11. Describe process for packaging orders.  

Orders are packed by our manufacturer after imprinting and boxed for shipping to 

purchasers requested shipping address. The packaging is dependent on the ordered item 

and may be, but are not limited to individual poly bags, boxed, gift boxed or freely 

packages with no wrapping in the shipping box. 

12. Describe return and exchange policies.  Provide restocking fees and shipping fees for 

returns/exchanges in Section X. Pricing Schedule, A. 4.  

It is Promo Factory’s policy to do everything possible to provide the expected quality of 

our customers. If there is a problem, our client can provide pictures and descriptions of 

defects and we will pursue replacements or issue a credit depending on client’s desire. 

Once imprinted, items may not be returned or exchanges unless they are broken, 

damaged or defective. Blank items may be returned. Request for returns, exchanges or 

replacements must be made within 10 days of receipt of items.  

13. Describe the process for replacement of defective, broken, or damaged promotional 

items.  Provide associated costs in Section X. Pricing Schedule, A. 5.  

If items are received and are defective, broken or damaged then replacements will be 

provided when plausible. If a portion of items are defective, broken or damaged and 

replacements are not available than a credit will be issued for the unusable items.  

14. Describe quality control process(s). 

We take pride in offering professional and quality services. Working closely with our 

customers to ensure that their orders meet their expectations. Prior to printing, all 

promotional products are inspected for quality. Most manufacturers can provide 

certificates of (QCA) Quality Certification Alliance for their products. We work with 

top tier manufactures that regularly inspect factories for social compliance. They can 

provide safety testing documents on most products. Promo Factory can provide 

additional information upon request. All imprinted items are inspected prior to leaving 

our manufacturing facilities.  

When a customer chooses to work with Promo Factory we take the utmost care in 

preparing their order. Our sales team follows their orders from quote to delivery with 

the support of the inner office staff.  
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15. Provide sample quote showing list price, contract price and percentage off published list 

price.  

Please see page 21. 

16. Describe payment options available. 

Payment options include Check or Credit Card. Promo Factory is registered with eVA 

and can process P-Cards provided through the system. 

17. Provide a sample invoice and preferred method of payment.  

Please see page 22. 

18. Specify if offeror accepts charge card payments.  Provide associated processing fees, if 

applicable in Section X. Pricing Schedule, A. 6. 

 

Credit cards accepted and there is no additional fee for using a charge card. 

 

19. Provide any incentive rebate options or packages.  

 

At this time, we do not offer any rebate options as we strive to offer our customers the 

best price we can at the beginning of every order.  

 

20. Identify any other goods or services being offered including set-up fees.  Provide 

associated costs in Section X. Pricing Schedule, A. 8.  

 

Additional goods and services offered are art recreation, set-ups, copy change charges, 

less-that-minimum fees, heat transfer, rush service and custom mold creation. 

 

 

B. Imprinting Services (i.e. Embroidery, Screen Printing, Embossing, Etching, etc.)  

 

James Madison University desires to partner with contractor(s) to provide quality Imprinting 

Services (i.e. Embroidery, Screen Printing, Embossing, Etching, etc.).  Contractor(s) shall 

match thread colors and PMS to JMU identity standards, which can be found at 

https://www.jmu.edu/identity/graphic-style/index.shtml .  Contractor(s) must have the 

capability for multiple color screen printing as well as the ability to embroider.  JMU will 

retain ownership of any design work created for this contract.   

1. Describe all Imprinting Services (i.e. Embroidery, Screen Printing, Embossing, Etching, 

etc.).   

The imprinting options available include embroidery, screen printing, heat transfers, 

laser etching, pad printing, digital printing, embossing, sublimation and die struck. 

2. Provide details of minimum order requirements, if applicable. 

In most cases for screen printing and embroidery there are no minimums.  

3. Provide pricing for embroidery services in Section X. Pricing Schedule, B. 1.  

 

4. Provide a complete embroidery pricing guide in Section X. Pricing Schedule, B. 2.  

 

https://www.jmu.edu/identity/graphic-style/index.shtml
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5. Provide pricing for screen-printing services in Section X. Pricing Schedule, B. 3.  

6. Provide a sample of a design for both screen printing and embroidery.  

Please see page 25. 

7. Describe the process for designing and creating artwork and turnaround time.  Provide 

costs per hour for designing and creating artwork in Section X. Pricing Schedule, B. 4.  

Spencer Mahanes will be doing the art work for JMU orders and will create artwork 

designs to customers specifications. We do not charge for the art adjustment made to 

size artwork to fit imprinting areas when the correct format is provided to us. (i.e. 

vector art files). Converting art work to vector format has a turnaround is 24-48 hours. 

Normal turnaround time for mockups on pending orders is 24 hours or less. 

8. Describe the process for designing print screen and embroidery artwork and turnaround 

time.  Provide costs per hour for designing and artwork in Section X. Pricing Schedule, 

B. 5.   

Our screen printing suppliers will create screens from the approved art supplied to them 

by us as to maintain the integrity of JMU’s logos. Embroidery tapes are made through 

our supplier require 24 hours to turnaround designs. The turnaround on screen printing 

and embroidery orders is about 10 working days plus one day for shipping.  

9. Provide the lead time for embroidered products from time of order placement until 

delivery.  

The turnaround on embroidery orders is about 10 business days plus one day for 

shipping. 

10. Describe the software compatibility your firm requires when clients send art files for 

imprinting marketing materials or apparel. (Example: Adobe Creative Cloud)  

We work in Illustrator (PC) and require EPS and AI files. 

11. Describe timeframe for providing adequate sample items, materials, or color swatches. 

(i.e. number of days for review at no charge to the University) Provide associated costs 

in Section X. Pricing Schedule, B. 6.   

Samples typically take up to five days to deliver and in most cases are at no charge.  

12. Describe the process for digitizing artwork for logos that will be embroidered.  Allow 

for a minimum of 6,800 stitches for 3 – 4” full filled-in logos.  

Client would provide vector art to size for us to order the tape (electronic dst file). 

Tapes are produced in 24-48 hours with a sew out to ensure quality of the art is met. If 

vector art is not supplied, then additional fees would apply. 

13. Describe the process for vector artwork for logos that will be screen printed. 

If needed Promo Factory will convert customer art to vector format. If vector art is 

provided we will use customer supplied art. A mockup will be created to show size and 

placement on chosen items and sent to customer for approval.  
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14. Describe delivery options, policies, process of delivery costs and freight charges for 

standard and rush orders.  Provide associated costs in Section X. Pricing Schedule, B. 7.  

Standard orders will be shipped ground to client. Promo Factory uses screen printers 

and embroiderers that are Virginia based, so all orders are a one-day ship to JMU. Our 

imprinters will ship via UPS or FedEx.  

15. Describe return policy.  Provide associated costs in Section X. Pricing Schedule, B. 8.  

Once an item is imprinted there is no possibility of returning them.  

16. Provide sample quote showing list price, contract price and/or percentage off published 

list price.   

Please see page 23. 

17. Provide sample invoice and preferred method of payment.  

 

Please see page 24. 

 

18. Provide sample quote showing list price, contract price and percentage off published list 

price.  

 

Please see page 23. 

 

19. Describe payment options available. 

 

Payment options include Check or Credit Card. Promo Factory is registered with eVA 

and can process P-Cards provided through the system. 

20. Specify if offeror accepts charge card payments.  Provide associated fees, if applicable, 

in Section X. Pricing Schedule, B. 10.    

 

Credit cards are accepted and there is no additional fee for using a charge card. 

 

21. Describe ability to provide a local sales representative for James Madison University 

and/or willingness to meet with department end-users upon request. 

JMU has a designated Sales Representative, Spencer Mahanes, who will be able to meet 

with any department by phone or in person at the request of department personnel.  He 

is on the JMU campus bi-weekly and is willing to adjust his dates for visiting the 

campus based on customer needs.  

 

22. List all contact information for ordering, invoicing, customer service, etc.  

 

Invoicing: Kathryn Mahanes 434-305-2233 kathryn@yourpromoneeds.com  

Ordering: Spencer Mahanes 434-825-4965 spencer@yourpromoneeds.com  

Customer Service: Spencer Mahanes 434-825-4965 Spencer@yourpromoneeds.com 

 

 

mailto:kathryn@yourpromoneeds.com
mailto:spencer@yourpromoneeds.com
mailto:Spencer@yourpromoneeds.com
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23. Describe experience in working with various departments at educational institutions 

similar to James Madison University.  Include method for collaboration for individual 

orders.   

Spencer Mahanes has been selling promotions to various colleges for over 13 years. 

(i.e. UVA, William & Mary, ODU, VCU, NAU and more.) He has met personally with 

different departments to discuss events and needs to help come up with ideas as well at 

supply information and pricing on requested items. He has helped by designing mock 

ups, suppling samples and ordering spec samples of desired items while maintaining the 

integrity of all customer logos and art work. Contact via phone and email are vital 

avenues of contact for Spencer with his customers to complete projects in a timely 

manner. Paper catalogs are also available when needed for customers to have on hand 

or when not all personnel are available to meet.  

24. Indicate if your firm is currently licensed through IMG College Licensing Company for 

James Madison University.   Provide copy of certificate or proof of license.  Firm shall 

be licensed prior to an award of a contract.  Licensing information can be found at:   

http://www.clc.com/Licensing-Info.aspx    

Promo Factory has been licensed to work with JMU through IMG since 2012 and we 

have provided a copy of our signed agreement with this proposal.  

Please see pages 26-29. 

25. Describe plan for providing pre-production samples of embroidery and screen printing 

items. (i.e. number of days for review at no charge to the university)  

 

If a preproduction sample is needed for embroidery or screen printing one can be sent 

electronically for customer approval. There is no charge if the order is completed.  

 

26. Identify any other goods or services being offered including set-up fees.  Provide 

associated costs in Section X. Pricing Schedule, B. 11.  

Additional services for embroidery are tape creation, tape edits, personalization thread 

color changes, second location embroidery, and poly-bagging garments. 

 

Additional charges for screen printing are screen creation, flashes on dark garments and 

PMS matching. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.clc.com/Licensing-Info.aspx
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X. REVISED PRICING SCHEDULE 
 

The resulting contract will be cooperative and pricing shall be inclusive for the attached Zone 

Map, of which JMU falls within Zone 2. 

 

A. Promotional Items 

 

1. The offeror shall provide contract pricing and/or percentage discounts of published list price 

and quantity discounts. (Reference Section IV. Statement of Needs, A. 1.)  

 

We are offering a percentage discount off listed price of between 10% to 22% on all 

quantities. 

2.   The offeror shall provide associated costs for electronic proofs. (Reference Section IV. 

Statement of Needs, A. 3.) 

 In most cases there is no charge for electronic proofs. If there is a charge it will be between 

$5.00 and $15.00.  

3.   The offeror shall provide standard, rush order, and manufacturer order delivery costs. 

(Reference Section IV. Statement of Needs, A. 10.) 

 Standard shipping will be billed at ground rates and rush orders at overnight rates. We do not 

markup freight cost and all shipping cost are passed on as the exact shipping cost to us. 

4.   The offeror shall provide associated costs for restocking and shipping of returns/exchanges. 

(Reference Section IV. Statement of Needs, A. 12.) 

 Restocking fees are not marked up and are set by manufacturers. Shipping for returns or 

exchanges are sent via ground service and will be charged exact shipping rates. There is no 

charge for returning broken, damaged or defective items. 

5.   The offeror shall provide associated costs for the replacement of defective, broken, or 

damaged items. (Reference Section IV. Statement of Needs, A. 13.)  

 If promotions are received (entire order or part of order) defective, broken or damaged, 

customer is not responsible for the cost of the unusable items. Customer is only responsible 

for the cost of usable items, replacements (if any), and other costs quoted for the order.  

6.   The offeror shall specify any associated charge card processing fees, if applicable. (Reference 

Section IV. Statement of Needs, A. 18.) 

 There is no fee for using a charge card. 

8.   The offeror shall provide associated costs for any other goods or services being offered 

including set-up fees, etc. (Reference Section IV. Statement of Needs, A. 20.) 

 The previously listed items charges are set be the supplier and vary greatly. Exact pricing will 

be given once an item has been selected during the quoting process.  

9.    The offeror shall provide associated costs for set-up fees.    

 Set-up fees range in price from $15.00 to $60.00. The exact fee will be given on the quote.  
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10.  The offeror shall provide quantity limits and associated costs for samples of promotional 

items with logo. (Reference Section IV. Statement of Needs, A. 8.)  

 There is no limit to the number of spec samples available. The cost for spec samples are to 

include the cost of the item, set-up fees, and the shipping. 

B. Embroidery and Screen Printing 

1.   The offeror shall complete the following Embroidery Price List. (Reference Statement of   

Needs, Section B. Number 3) 

  

 Pricing below does not include the cost of the garment. Additional charges for second 

location or hats may apply and will be quoted prior to placing the order. 

 

 

Number of 

Stitches 

7 or 

under  

8-14 

pieces 

15-29 

pieces 

30-74 

pieces 

75-149 

pieces 

150-299 

pieces 

300-599 

pieces 

600-999 

pieces 

1000-

4000 

pieces 

Up to 4000 $5.57 $4.00 $3.14 $2.14 $2.14 $2.07 $1.64 $1.64 $1.57 

Up to 5000 $6.29 $4.50 $3.57 $2.50 $2.50 $2.43 $2.07 $2.07 $1.64 

Up to 6000 $7.00 $5.00 $4.00 $3.00 $3.00 $2.86 $2.29 $2.29 $2.00 

Up to 7000 $7.71 $5.50 $4.42 $3.43 $3.43 $3.29 $2.57 $2.57 $2.29 

Up to 8000 $8.43 $6.00 $4.86 $3.86 $3.86 $3.57 $3.00 $3.00 $2.71 

Up to 9000 $9.14 $6.50 $5.29 $4.14 $4.14 $3.93 $3.21 $3.21 $3.00 

Up to 

10000 

$14.71 $7.00 $5.71 $4.64 $4.64 $4.43 $3.57 $3.57 $3.29 

Each 

Addtl. 

1000 

stitches 

$1.14 $0.43 $0.36 $0.33 $0.33 $.29 $0.21 $0.21 $0.14 

2. The offeror shall provide a complete pricing guide for embroidery services. (i.e. tape edits, 

personalization, excessive thread color changes, etc.) (Reference Statement of Needs, Section 

B. Number 4)  

 

 

Tape creation $35.00 up to 10,000 stitches 

Tape edits $0 to $10.00 per edit if we created the tape (We cannot edit a customer provided 

tape.) 

Personalization $5.50 per name 

Thread color changes No charge up to 10 colors 

Second location $5.00 to $7.50 depending on stitch count 

Poly-bagging of garment $0.36 each (upon request only) 
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3. The offeror shall complete the following table for screen printing services. (Reference 

Statement of Needs, Section B. Number 5) 

 

Pricing below does not include the cost of the garment. Additional charges for sleeve or leg 

printing, second location, metallic ink, flashes on dark garments, personalization or hats may 

apply and will be quoted prior to placing the order. 

 

Number of Colors 

 

Quantity 

 

1 

 

2 

 

3 

 

4 

 

5 

 

6 

Each add’l 

color 

1-11 $4.64 $8.21 $11.79 $15.36 $18.93 $22.50 $n/a 

12-23 $3.57 $5.36 $7.50 $9.64 $77.79 $13.93 $n/a 

24-47 $2.14 $3.00 $3.86 $4.64 $5.43 $6.14 $0.71 

48-71 $1.79 $2.50 $3.21 $3.86 $4.50 $5.14 $0.64 

72-143 $1.43 $2.14 $2.79 $3.36 $3.86 $4.29 $0.43 

144-287 $1.14 $1.57 $2.00 $2.43 $2.86 $3.29 $0.40 

288-499 $1.00 $1.36 $1.71 $2.07 $2.43 $2.79 $0.36 

500-999 $0.79 $1.07 $1.36 $1.64 $1.93 $2.21 $0.29 

1,000-1,999 $0.73 $0.87 $1.01 $1.16 $1.30 $1.44 $0.14 

2,000-4,999 $0.69 $0.81 $0.94 $1.04 $1.14 $1.26 $0.11 

5,000-up $0.54 $0.67 $0.80 $0.90 $1.00 $1.10 $0.10 

 

4. The offeror shall provide associated costs per hour for designing and creating artwork. 

(Reference Statement of Needs, Section B. 7) 

 

We charge a flat rate to design and create new art work $35.00 for the first design and $5.00 

for each revision. Art resizing and minor changes to customer provided vector art are at no 

charge. 

 

5. The offeror shall provide associated costs per hour for designing print screen and embroidery 

artwork. (Reference Statement of Needs, Section B. 8)  

 

We charge a flat rate to design and create art work $35.00 for first design and $5.00 for each 

revision. Art resizing and minor changes to customer provided art are at no charge. Creation 

of an embroidery tape is $35.00 up to 10,000 stitches and conversion of art to vector format is 

$25.00 to $35.00 depending on complexity of artwork. 

 

6. The offeror shall provide associated costs for sample items, material, or color swatches. 

(Reference Statement of Needs, Section B. 11)  

 

There is no charge for samples with a selling price of $20.00 or less, materials or color 

swatches.  

 

7. The offeror shall provide associated costs for standard and rush orders. (Reference Statement 

of Needs, Section B. 14)   

 

Standard imprinting costs for shipping are billed and ground shipping rates and rush charges 

are billed at overnight rates if ground shipping is more than one day. Rush charges may apply 

to the order if more economical than overnight shipping. Rush charges for screen printing are 

$60.00 per order and for embroidery are $25.00 per order.  
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8. The offeror shall provide associated costs for returns for embroidery and screen printing 

items.  (Reference Statement of Needs, Section B. 15) 

 

Screen printed and embroidered items are nonreturnable once completed. If the approved 

artwork was imprinted incorrectly or with defects than replacements will be supplied. End-

users are only charged for the products supplied with the approved art. 

 

9. The offeror shall provide associated costs for set-up fees.   

 

Embroidery has no set-up fees and screen printing has screen fees of $25.00 per screen. 

  

10. The offeror shall specify associated charge card processing fees. (Reference Section X. 

Pricing Schedule, B. 20)  

 

There is no additional fee for using a charge card. 

 

11. The offeror shall provide associated costs for any other goods or services being offered 

including set-up fees, etc. (Reference Statement of Needs, Section B. 26)  

 

Embroidery: 

Tape creation $35.00 up to 10,000 stitches 

Tape edits $0 to $10.00 per edit if we created the tape (We cannot edit a customer provided 

tape.) 

Personalization $5.50 per name 

Thread color changes No charge up to 10 colors 

Second location $5.00 to $7.50 depending on stitch count 

Poly-bagging of garment $0.36 each (upon request only) 

 

Screen Printing: 

Screens $25.00 

Flash for dark colored items $0.36 per item 

PSM Match $25.00 on some orders 
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Promo Factory                                                                                                    April 20, 2018 

6440 Thomas Jefferson Parkway Suite C 
Palmyra, VA 22963 
P: 1-888-380-1309 
F: 1-703-842-5413 

 

 

Commonwealth of Virginia 
James Madison University 
Procurement Services MSC 5720 
752 OTT Street, Wine Price Building 
First Floor, Suite 1023 
Harrisonburg, VA 22807 

 

Proposal for Sales of Promotional Items and Imprinting Services Narrative 

Promo Factory is pleased to offer this proposal to JMU for consideration in the bid for 

contracted work for promotional premiums and imprinting services (RFP# DMS-1000). We are a family 

owned promotional premium supply company founded in August of 2012. With years of experience, 

being members of promotional buying groups and SWaM certifications we are qualified to meet any 

promotional and imprinting needs.  

With 13 years’ experience in the sale of promotions Spencer Mahanes, co-owner of Promo 

Factory, will be the sales representative working directly with JMU and its personnel on their 

promotional and clothing needs. Spencer has been supplying promotions and imprinted items to JMU 

since before our conception giving him ampule experience in the industry and with JMU’s policies and 

expectations. He supplies quality service and products to all his customers by following their orders from 

start to finish. Thus, ensuring satisfaction in the service they receive and in the final product supplied. 

He has worked with over a dozen colleges and is proficient in their policies with handling art to maintain 

logo integrity.  

We are members of purchasing groups in our industry so that we are eligible for special pricing 

with an array of manufacturers. This allows us to extend exceptional pricing to our customers so that 

quality products are available at an affordable price.  

As a small, woman owned, business we also have been registered as a micro business. Our eVA 

certification number is 701493.  

We strived to be a go to company that will go above and beyond for our customers every day. 

Thank you for the opportunity to show you what we can do for you. 

 

  



 

 
14 

 

SPENCER MAHANES 
514 Mallard Lane, Scottsville, VA 24590 
434-825-4965 
spencer@yourpromoneeds.com  

OBJECTIVE 

Providing excellent service and quality products to customers for their 
marketing and promotional needs at a great price.  

SKILLS & ABILITIES 

13 years of experience in the promotions and imprinting industry. Excellent 
proficiency in order processing from quotation to final delivery of items. 
Knowledgeable in creating and adjusting vector art through Illustrator for the 
PC. Strong professional relationships with manufacturers from years of side by 
side work to create the best possible items for end-users.  

EXPERIENCE 

August 2012-
Present 

President & Sales Representative, Promo Factory 

· Manage customers’ orders, bring on additional opportunities through new 
clients, maintain regular contact with current customers to secure a strong 
professional bond, provide ideas and pricing for promotions and imprinting 
needs, oversee orders from quote to delivery for clientele, create and adjust 
art work for orders, coach and encourage employees and provide guidance 
for their growth in the industry 

August 2005-
August 2012 

Outside Sales Representative, Bright Ideas 

· Managed customers’ orders, brought on additional opportunities through 
new clients, maintaining regular contact with current customers to secure a 
strong professional bond, provided ideas and pricing for promotions and 
imprinting needs, processed orders for clientele 

EDUCATION 

Dates From-To Diploma, Charlottesville, VA, Albemarle High School 

mailto:spencer@yourpromoneeds.com
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Section V, Part B, Question #6 

VASCUPP Members List 
Sales to members from April 2017 for March 2018 

 

Member Name Revenue for 2017 

JMU $50,667.57 

ODU $3,973.57 

William & Mary $4,309.29 

VCU $8,692.05 

VMI $2,934.90 

UVA $57,585.20 
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ATTACHMENT A 

OFFEROR DATA SHEET 

TO BE COMPLETED BY OFFEROR 

1. QUALIFICATIONS OF OFFEROR:  Offerors must have the capability and capacity in all respects 

to fully satisfy the contractual requirements. 

2. YEARS IN BUSINESS:  Indicate the length of time you have been in business providing these 

types of goods and services. 

Years      5         Months___8_____  

3. REFERENCES:  Indicate below a listing of at least five (5) organizations, either commercial or 

governmental/educational, that your agency is servicing.  Include the name and address of the 

person the purchasing agency has your permission to contact. 

CLIENT LENGTH OF SERVICE ADDRESS CONTACT 

PERSON/PHONE # 

Blue Ridge Esop 5+ years 154 Hansen Rd # 102 

Charlottesville, VA 22911 

Laura Sadikoglu 

434-979-5500 Ext. 11 

Blue Ridge Poison Center 4 years 1222 Jefferson Park Ave 

Room 4601 

Charlottesville, VA  22908 

Kristen Wenger 

434-982-4386 

Burris Logistics 5 years 501 Southeast 5th Street 

Milford, DE 19963 

Maggi Owens 

302-839-5157 

RKW Residential 1 year 6100 Fairview Rd. #355 

Charlotte, NC 28210 

Joya Pavesi 

704-228-8022 

UVA School of Law 5 Years 580 Massie Road 

Charlottesville, VA 22903 

Cordel Faulk 

434-924-4869 

 

4. List full names and addresses of Offeror and any branch offices which may be responsible for 

administering the contract. 

Promo Factory 

6440 Thomas Jefferson Parkway Suite C 

Palmyra, VA 22963 
 

 

1. RELATIONSHIP WITH THE COMMONWEALTH OF VIRGINIA:  Is any member of the firm an 

employee of the Commonwealth of Virginia who has a personal interest in this contract pursuant to 

the CODE OF VIRGINIA, SECTION 2.2-3100 – 3131?  

[   ] YES [ X  ] NO 

IF YES, EXPLAIN:           

 

              

 

              

 

              

 

http://leg1.state.va.us/cgi-bin/legp504.exe?000+cod+2.2-3100
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ATTACHMENT B 

Small, Women and Minority-owned Businesses (SWaM) Utilization Plan 

Offeror Name: ____Promo Factory_________ Preparer Name: _Kathryn Mahanes___ 

 

Date: ___4/21/18_____ 
Is your firm a Small Business Enterprise certified by the Department of Small Business and Supplier 

Diversity (SBSD)? Yes __X___    No_____ 

     If yes, certification number: ______701493______     Certification date: _recertified 1/13/2016__ 

Is your firm a Woman-owned Business Enterprise certified by the Department of Small Business and 

Supplier Diversity (SBSD)?    Yes __X___     No_____ 

     If yes, certification number: __701493____     Certification date: _____recertified 1/13/2016__ 

Is your firm a Minority-Owned Business Enterprise certified by the Department of Small Business and 

Supplier Diversity (SBSD)?  Yes____     No __X___ 

     If yes, certification number: ____________     Certification date: ______________ 

Is your firm a Micro Business certified by the Department of Small Business and Supplier Diversity 

(SBSD)?    Yes __X___     No_____                                                                                                                                 

   If yes, certification number: _____701493_     Certification date: ____1/13/16__ 

Instructions: Populate the table below to show your firm's plans for utilization of small, women-owned 

and minority-owned business enterprises in the performance of the contract.  Describe plans to utilize 

SWAMs businesses as part of joint ventures, partnerships, subcontractors, suppliers, etc. 

Small Business:   "Small business " means a business, independently owned or operated by one or more 

persons who are citizens of the United States or non-citizens who are in full compliance with United 

States immigration law, which, together with affiliates, has 250 or fewer employees, or average annual 

gross receipts of $10 million or less averaged over the previous three years. 

Woman-Owned Business Enterprise:   A business concern which is at least 51 percent owned by one or 

more women who are U.S. citizens or legal resident aliens, or in the case of a corporation, partnership or 

limited liability company or other entity, at least 51 percent of the equity ownership interest in which is 

owned by one or more women, and whose management and daily business operations are controlled by 

one or more of such individuals. For purposes of the SWAM Program, all certified women-owned 

businesses are also a small business enterprise. 

Minority-Owned Business Enterprise:  A business concern which is at least 51 percent owned by one 

or more minorities or in the case of a corporation, partnership or limited liability company or other entity, 

at least 51 percent of the equity ownership interest in which is owned by one or more minorities and 

whose management and daily business operations are controlled by one or more of such individuals. For 

purposes of the SWAM Program, all certified minority-owned businesses are also a small business 

enterprise. 

Micro Business is a certified Small Business under the SWaM Program and has no more than twenty-

five (25) employees AND no more than $3 million in average annual revenue over the three-year period 

prior to their certification. 

All small, women, and minority owned businesses must be certified by the Commonwealth of 

Virginia Department of Small Business and Supplier Diversity (SBSD) to be counted in the SWAM 

program.   Certification applications are available through SBSD at 800-223-0671 in Virginia, 804-

786-6585 outside Virginia, or online at http://www.sbsd.virginia.gov/ (Customer Service). 

 

RETURN OF THIS PAGE IS REQUIRED 
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ATTACHMENT B (CNT’D) 
Small, Women and Minority-owned Businesses (SWaM) Utilization Plan 

 

Procurement Name and Number: ____________________________________     Date Form Completed:______________ 

 

Listing of Sub-Contractors, to include, Small, Woman Owned and Minority Owned Businesses 

 for this Proposal and Subsequent Contract 

Offeror / Proposer: 

  

Firm             Address        Contact Person/No.    

       

Sub-Contractor’s 

Name and Address 

Contact Person & 

Phone Number 

SBSD 

Certification 

Number  

Services or 

Materials Provided 

Total Subcontractor 

Contract Amount 

(to include change orders) 

Total Dollars Paid 

Subcontractor to date 
(to be submitted with request for 

payment from JMU) 

 

 

 

     

 

 

 

     

 

 

 

     

 

 

 

     

 

 

 

     

 

 

 

     

 

 

 

     

 

(Form shall be submitted with proposal and if awarded, again with submission of each request for payment) 

 

RETURN OF THIS PAGE IS REQUIRED 
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ATTACHMENT C 

 

 

 

  

 

 

COMMONWEALTH OF VIRGINIA 

 STANDARD CONTRACT 
 

Contract No.__________ 

 

This contract entered into this__________day of_______________20____,by                                     

hereinafter called the "Contractor" and Commonwealth of Virginia, James Madison University called the 

"Purchasing Agency". 

 

WITNESSETH that the Contractor and the Purchasing Agency, in consideration of the mutual 

covenants, promises and agreements herein contained, agree as follows: 

 

SCOPE OF CONTRACT:  The Contractor shall provide the services to the Purchasing Agency as 

set forth in the Contract Documents. 

 

PERIOD OF PERFORMANCE:  From__________________  through__________________ 

 

The contract documents shall consist of: 

 

(1) This signed form; 

 

(2) The following portions of the Request for Proposals dated ____________________: 

(a) The Statement of Needs, 

(b) The General Terms and Conditions, 

(c) The Special Terms and Conditions together with any negotiated modifications of 

those Special Conditions; 

(d) List each addendum that may be issued 

 

(3) The Contractor's Proposal dated ____________________and the following negotiated 

modification to the Proposal, all of which documents are incorporated herein. 

(a) Negotiations summary dated ____________. 

 

 

IN WITNESS WHEREOF, the parties have caused this Contract to be duly executed intending to   

be bound thereby. 

 

CONTRACTOR:    PURCHASING AGENCY: 

 

By:________________________________________      By:___________________________________ 

     (Signature)          (Signature) 

 

                   

                  (Printed Name)                                                              (Printed Name) 

 

Title:____________________________________ Title:__________________________________
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ATTACHMENT D 

Zone Map 

 

Virginia Association of State College & University Purchasing Professionals (VASCUPP) 
List of member institutions by zones 

Zone 1  
George Mason University (Fairfax)  

Zone 2  
James Madison University (Harrisonburg)  

Zone 3  
University of Virginia (Charlottesville)  

Zone 4  
University of Mary Washington (Fredericksburg)  

Zone 5  
College of William and Mary (Williamsburg)  
Old Dominion University (Norfolk)  

Zone 6  
Virginia Commonwealth University (Richmond)  

Zone 7  
Longwood University (Farmville)  

Zone 8  
Virginia Military Institute (Lexington)  
Virginia Tech (Blacksburg)  
Radford University (Radford)  

Zone 9  
University of Virginia - Wise (Wise)  
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                SAMPLE                                                         QUOTE 

 
Email: spencer@yourpromoneeds.com 

 

NAU Athletics Marketing 
Ali Mercado 
PO Box 15400 
Flagstaff, Arizona 86011 

Phone: 928-523-8766 
Email: Alison.Mercado@nau.edu 

NAU Athletics Marketing 
Ali Mercado 
1705 S. San Francisco Street 
Skydome 
Flagstaff, Arizona 86011 

Phone: 928-523-8766 
Email: Alison.Mercado@nau.edu 

 

If this quote is acceptable, please sign below and return. 

Authorized Signature: _________________________   Print Name: _________________________  Date: _______________ 

PO/Ref #: 14979 
Job #: 14979 
Date: 04/03/18 

Promo Factory LLC 
6440  Thomas Jefferson Parkway Suite C 
Palmyra, Virginia 22963 

Phone: 888.380.1309    Fax: 703.842.5413 

Bill To: Ship To: 

Salesperson Ship Via Ship Date Payment Terms 
Spencer Mahanes In-hands by 04/20/18 Net 20 

Qty Item # Description Unit Price Ext. Price 

100 ERVDF-FTIKL Unstructured Relaxed Golf Cap w/Sliding Buckle 
Color: White     Imprint: Blue NAU on front and 7000 FEET on back in blue- 288c blue 
Notes: List Price: 9.30 
Discount: 24% off list 

 $6.99  $699.00 

1 royalty Royalty applies  $83.88  $83.88 

 Subtotal $782.88 
 Shipping $45.00 
 Tax  EXEMPT 

 Total  $827.88 

Quote Acceptance 
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Sample                                                   INVOICE 

 
Email: spencer@yourpromoneeds.com 

 

NAU Athletics Marketing 
Ali Mercado 
PO Box 15400 
Flagstaff, Arizona 86011 

Phone: 928-523-8766 
Email: Alison.Mercado@nau.edu 

NAU Athletics Marketing 
Ali Mercado 
1705 S. San Francisco Street 
Skydome 
Flagstaff, Arizona 86011 

Phone: 928-523-8766 
Email: Alison.Mercado@nau.edu 

 

PO/Ref #: 14979 
Job #: 14979 
Date: 04/17/18 

Promo Factory LLC 
6440  Thomas Jefferson Parkway Suite C 
Palmyra, Virginia 22963 

Phone: 888.380.1309    Fax: 703.842.5413 

Bill To: Ship To: 

Salesperson Ship Via Ship Date Payment Terms 
Spencer Mahanes Ground In-hands by 04/20/18 Net 20 - Credit Card 

Qty Item # Description Unit Price Ext. Price 

100 ERVDF-FTIKL Unstructured Relaxed Golf Cap w/Sliding Buckle 
Color: White     Imprint: Blue NAU on front and 7000 FEET on back in blue- 288c blue 

 $6.99  $699.00 

1 royalty Royalty applies  $83.88  $83.88 

 Subtotal $782.88 
 Shipping $45.00 
 Tax  EXEMPT 

 Total  $827.88 

NOTES TO CUSTOMER: 

Promo Factory Tax ID #45-5631310 
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SAMPLE                                                    QUOTE 

 
Email: spencer@yourpromoneeds.com 

 

VSU Student Activities 
Jairamie King 
1 Haden Drive 
Foster Hall Rm.304 
Petersburg, Virginia 23806 
USA 

Phone: 804-524-5522 
Email: jaking@vsu.edu 

VSU Student Activities 
Jairamie King 
1 Haden Drive 
Foster Hall Rm.304 
Petersburg, Virginia 23806 
USA 

Phone: 804-524-5522 
Email: jaking@vsu.edu 

 

If this quote is acceptable, please sign below and return. 

Authorized Signature: _________________________   Print Name: _________________________  Date: _______________  

PO/Ref #: 14051 
Job #: 14051 

Date: 03/24/17 

Promo Factory LLC 

6440  Thomas Jefferson Parkway Suite C 
Palmyra, Virginia 22963 

Phone: 888.380.1309    Fax: 703.842.5413 

Bill To: Ship To: 

Salesperson Ship Via Ship Date Payment Terms 
Spencer Mahanes Net 20 - Check 

Qty Item # Description Unit Price Ext. Price 

16 MNWVK-GSPMM Nike Golf Dri-Fit Micro Pique Polo Shirt 
Color: Team red     Size: M-5, L-4, XL-7 
Notes: List price: 39.99 blank 
Discount: 26% including embellishment 

 $35.99  $575.84 

16 EMB Embroidery included 
Imprint: Left chest of KAP code of arms with additional text. exterior text in white.11k 
stitches 

 $0.00  $0.00 

 Subtotal $575.84 
 Shipping $33.00 
 Tax  EXEMPT 

 Total  $608.84 

Quote Acceptance 
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SAMPLE                                                    INVOICE 

 
Email: spencer@yourpromoneeds.com 

 

VSU Student Activities 
Jairamie King 
1 Haden Drive 
Foster Hall Rm.304 
Petersburg, Virginia 23806 
USA 

Phone: 804-524-5522 
Email: jaking@vsu.edu 

VSU Student Activities 
Jairamie King 
1 Haden Drive 
Foster Hall Rm.304 
Petersburg, Virginia 23806 
USA 

Phone: 804-524-5522 
Email: jaking@vsu.edu 

 

PO/Ref #: 14051 
Job #: 14051 
Date: 03/24/17 

Promo Factory LLC 
6440  Thomas Jefferson Parkway Suite C 
Palmyra, Virginia 22963 

Phone: 888.380.1309    Fax: 703.842.5413 

Bill To: Ship To: 

Salesperson Ship Via Ship Date Payment Terms 
Spencer Mahanes Net 20 - Check 

Qty Item # Description Unit Price Ext. Price 

16 MNWVK-GSPMM Nike Golf Dri-Fit Micro Pique Polo Shirt 
Color: Team red     Size: M-5, L-4, XL-7 
Notes: List price: 39.99 blank 
Discount: 26% including embellishment 

 $35.99  $575.84 

16 EMB Embroidery included 
Imprint: Left chest of KAP code of arms with additional text. exterior text in white.11k 
stitches 

 $0.00  $0.00 

 Subtotal $575.84 
 Shipping $33.00 
 Tax  EXEMPT 

 Total  $608.84 
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Section IV, Question #6 

Sample designs of embroidery and screen printing 

                     

                                       Embroidery      

 

                        Screen Printing    

 

 

 

 

 

 

 

 

 

 

 

 

 

Grey in front design will be shirt color. 
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THE COLLEGIATE LICENSING COMPANY 

INTERNAL CAMPUS SUPPLIER AGREEMENT 

This is an Agreement between Promo Factory, LLC, a  organized under the laws of the state of VA, 

having its principal place of business at 573 Jefferson Drive, Palmyra, VA 22963 ("Licensee"), and The Collegiate 

Licensing Company, a corporation organized under the laws of the state of Georgia, having its principal place of business 

at 290 Interstate North Circle, Suite 200, Atlanta, Georgia 30339 ("CLC"). 

WHEREAS CLC represents the licensing interests of the colleges and universities listed on Appendix A attached hereto 

("Collegiate Institution") and has the exclusive rights, as agent, to license for commercial purposes the use of certain 

indicia, including but not limited to the trademarks set forth in Appendix B ("Licensed Indicia"); and 

WHEREAS Licensee desires to be authorized, for the limited purposes stated herein, to utilize Licensed Indicia on the 

certain products submitted for approval, and CLC is willing, subject to certain conditions, to grant such a license; and 

NOW, THEREFORE, in consideration of the parties' mutual promises, covenants, conditions, and limitations contained 

herein, the parties hereto agree as follows: 

OWNERSHIP OF RIGHTS 

Licensee acknowledges and agrees that the Collegiate Institutions are the sole and exclusive owners of all rights, title and 

interest in and to their respective Licensed Indicia as set forth in Appendix B, as well as any derivatives of the Licensed 

Indicia, and all rights relating thereto are expressly reserved by the Collegiate Institutions and CLC. Licensee's use of any 

Licensed Indicia inures to the benefit of the Collegiate Institutions. 

2. GRANT OF LICENSE 

(a) CLC hereby grants to Licensee permission to use the Licensed Indicia as set forth in Appendix B in 

connection with the certain products ("Licensed Articles") submitted for approval as per Paragraph 6 of this Agreement, 

and in accordance with the limited terms and conditions herein. Licensee shall have the right to sell the 

Licensed Articles to internal departments and recognized clubs and organizations of the Collegiate Institutions 

("Customers") as listed on Appendix B-l for internal use only by the Customers and not for resale. For purposes of this 

Agreement, Customers do not include bookstores, other institutional retail outlets, or non-recognized student clubs and 

organizations. In the event that Licensee distributes and/or sells the Licensed Articles to any person or entity other than 

the Customers, CLC or the Collegiate Institutions shall have the right to immediately terminate this Agreement and 

require Licensee to pay damages in the amount no less than the royalty fees charged by the Collegiate Institutions to 

licensees that are authorized to distribute and/or sell products to traditional retail outlets. 

(b) Licensee shall comply with any labor code and monitoring requirements established by the respective 

Collegiate Institutions, including but not limited to the requirements set forth in The Collegiate Licensing Company 

Special Agreement Regarding Labor Codes of Conduct, which is incorporated herein by reference. CLC shall give 

Licensee reasonable written notice of any changes in labor code requirements. Licensee, upon receipt of the notice, is 

responsible for complying with the new labor code requirements. Licensee's failure to comply with this Paragraph may 

result in immediate termination of this Agreement. 

(c) No right, express or implied, is granted to Licensee to sublicense or otherwise transfer the right to use the 

Licensed Indicia to third parties, and any such right is expressly withheld from this Agreement. 

3. TER_WTERMINATION 

(a) This Agreement shall be deemed effective the date of the last signature below and shall expire on September 

30, 2013, unless terminated sooner or extended in accordance with the provisions hereof. Thereafter, this Agreement shall 

automatically be extended for additional yearly periods under the same terms and conditions unless either party shall give 
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written notice of termination at least thirty (30) days prior to the end of the respective period or Licensee fails to remit 

payment for the administrative fee on the anniversary date as noted in Paragraph 4. 

(b) This Agreement may be terminated for cause by either party effective upon thirty (30) days written notice 

of either party. 

(c) CLC shall have the right to terminate this Agreement upon written notice to Licensee without cause with 

respect to a particular Collegiate Institution in the event that said Collegiate Institution directs CLC to terminate this 

Agreement. This termination shall be without prejudice to any other rights CLC may have, whether under the provisions 

of this Agreement, in law, in equity or otherwise. 

(d) This Agreement shall be deemed automatically terminated in the event that Licensee closes, ceases doing 

business in the manner in which it presently operates, files any petition under any federal or state bankmptcy statute, or 

is adjudicated bankrupt or insolvent, or sells, assigns or otherwise transfers ownership of the Licensee. Further, Licensee 

shall notify any transferee of this Agreement, its termination, and that the transferee cannot use the Licensed Indicia name 

in connection with its business or services. 

4. PAYMENTS 

Administrative Fee: Upon execution of the Agreement, and on each successive anniversary date during the Term, 

Licensee shall pay to CLC, as a nonrefundable payment, an administrative fee of 100.00 for each Collegiate Institution 

as listed on Appendix A for which Licensee maintains a license. 

5. RECORDS AND RIGHT TO AUDIT 

Licensee agrees to keep all books, accounts and records covering all transactions relating to this Agreement. CLC and 

its duly authorized representatives shall have the right to examine such books, accounts and records and all other 

documents and material in Licensee's possession or under its control, with respect to the subject matter and terms of this 

Agreement, and shall have a reasonable amount of access thereto for such purposes and for the purpose of making 

copies and/or abstracts therefrom. All such books, accounts and records shall be kept available for at least three (3) 

years after the termination or expiration of this Agreement. 

6. QUALITY  APPROVAL OF LICENSED ARTICLES 

The quality of the Licensed Articles as well as the manner and style in which the Licensed Indicia are used must be 

approved by the respective Collegiate Institutions. Licensee agrees to submit via MyiCLC all designs and products 

bearing the Licensed Indicia pHor to sale or distribution. Any proposed change in the Licensed Articles shall also be 

submitted via MyiCLC for approval. Licensee shall not after, modify, dilute or otherwise misuse the Licensed Indicia. 

7. INDEMNIFICATION  

(a) Licensee hereby agrees to be solely responsible for, to defend, and indemnify CLC, the Collegiate 

Institutions and their respective officers, agents, and employees, and to hold each of them harmless from any claims, 

demands, causes of action or damages arising out of the use of the Licensed Indicia in connection with the manufacture, 

distribution, sale or use of the Licensed Articles or otherwise. 

(b) Prior to the first sale of any Licensed Article, Licensee shall obtain, and thereafter maintain, commercial 

general liability insurance including product and contractual liability insurance providing adequate protection for CLC, 

the Collegiate Institutions and their respective officers, agents, and employees as additional Insureds on Licensee's policy 

in amounts of coverage specified below, against any claims, demands, or causes of action and damages, arising out of 

alleged defects in Licensed Articles, or any manufacture or use thereof. Licensee agrees that such insurance policy or 

policies shall provide coverage of one million dollars (Sl for personal injury, bodily injury and property damage 

arising out of each occurrence, or Licensee's standard insurance policy limits, whichever is greater. However, recognizing 



 

 
28 

that the aforesaid amounts may be inappropriate with regard to specific classes of products, it is contemplated that CLC 

may make reasonable adjustment to the foregoing amounts. 

8. SURVIVAL OF RIGHTS 

The terms and conditions of this Agreement necessary to protect the rights and interests of the Collegiate Institutions in 

their respective Licensed Indicia shall survive the expiration of this Agreement. Additionally, the terms and conditions of 

this Agreement which provide for any activity following the effective date of termination or expiration of this Agreement 

shall survive until such time as those terms and conditions have been fulfilled and satisfied. 

9. CONFORMITY TO LAW AND POLICY 

Licensee shall comply with such guidelines, policies, and/or requirements as CLC or the Collegiate Institutions may 

announce from time to time, including without limitation guidelines, policies and/or requirements contained in periodic 

CLC bulletins. Licensee shall comply with al) laws, regulations and standards relating or pertaining to the manufacture, 

sale, advertising or use of the Licensed Articles and shall maintain the highest quality and standards. Licensee shall 

comply with the requirements of any regulatory agencies (including without limitation the United States Consumer 

Product Safety Commission) which shall have jurisdiction over the Licensed Articles. 

10. INTEGRATION 

This Agreement constitutes the entire agreement between the parties as to the Licensed Articles, and no modifications or 
revisions hereof shall be of any force or effect unless the same are in writing and executed by both parties hereto. 

l l . SEVERABILITY 

The determination that any provision of this Agreement is invafid or unenforceable shall not invalidate this Agreement, 
and the remainder of this Agreement shall be valid and enforceable to the fullest extent permitted by law. 

12 APPLICABLE LAW 

This Agreement shall be governed by the laws of the state of Georgia, which shall be the sole jurisdiction for any 

disputes. 

By their execution below, the parties hereto have agreed to all of the terms and conditions of this Agreement. 

Promo Factory, LLC THE COLLEGIATE LICENSING corvWANY 

By:  

Title:Title: Vice President 

Date: Date:  

 

 

 

 

 

 

 

 

 

 

 

duly  authorized  to  sign) 
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APPENDIX A 

COLLEGIATE INSTITUTIONS 

Institution(s) CLC Administrative 

Fee 

James Madison University $100.00 

Total Fees: $100.00 
Less Application Fee: - $100.00 

Total Due: so.oo 

 

 
































































