
 

 
 
                       

 

REQUEST FOR E-QUOTE NUMBER:                                                 16CT103270A 

PROJECT TITLE: Community Court Marketing and Graphic Design Services Project 

DEPARTMENT: Fulton County District Attorney’s Office 

  

DUE DATE: 07/25/2016 

WILL BE RECEIVED UNTIL:  2:00p.m. 
 
LAST DAY FOR QUESTIONS: Wednesday, 07/19/2016 

BIDDERS MAY SUBMIT REQUESTS FOR CLARIFICATION OR QUESTIONS REGARDING THIS E-QUOTE TO THE 

PURCHASING CONTACT PERON LISTED BELOW. ANY REQUEST SHALL ONLY BE SUBMITTED IN WRITING (FAX 

OR EMAIL).  ALL RESPONSES TO WRITTEN REQUEST(S) WILL BE DISTRIBUTED AS ADDENDA TO THIS E-QUOTE 

AND POSTED ON THE FULTON COUNTY WEBSITE AT www.fultoncountyga.gov.  

 

THE COUNTY WILL NOT RESPOND TO REQUESTS RECEIVED AFTER THE ABOVE MENTION DATE AT 

2:00P.M. 
 
 
E-QUOTE RESPONSES MUST BE SUBMITTED ONLINE AT www.fultonvendorselfservice.co.fulton.ga.us. BY THE 

DATE AND TIME INDICATED.  You must be a registered vendor in order to respond to E-QUOTES. 
 

ANY QUESTIONS REGARDING PURCHASING PROCEDURES OR THE SPECIFICATIONS SHOULD BE ADDRESSED 

ONLY TO THE PURCHASING CONTACT PERSON LISTED BELOW VIA EMAIL ONLY.  NO PHONE CALLS WILL BE 

ACCEPTED.  BIDDERS MAY NOT HAVE CONTACT WITH COUNTY OFFICERS, ELECTED OFFICIALS OR COUNTY 

EMPLOYEES REGARDING THIS BID PRIOR TO AWARD OF PURCHASE ORDER. VIOLATION OF THIS INSTRUCTION 

WILL RESULT IN YOUR BID BEING FOUND NON-RESPONSIVE. 
EFFECTIVE JULY 1, 2013, STATE LAW REQUIRES THAT ALL CONTRACTS FOR THE PHYSICAL PERFORMANCE OF SERVICES 

FOR ALL LABOR OR SERVICE CONTRACT(S) THAT EXCEED $2,499.99 (EXCEPT FOR SERVICES PERFORMED BY AN 

INDIVIDUAL WHO IS LICENSED PURSUANT TO TITLE 26, TITLE 43, OR THE STATE BAR OF GEORGIA) MUST COMPLY WITH 

THE ILLEGALL IMMIGRATION REFORM AND ENFORCEMENT ACT. THE COUNTY CANNOT ENTER INTO A CONTRACT FOR 

THE PHYSICAL PERFORMANCE OF SERVICES THAT EXCEEDS $2,499.99, UNLESS THE CONTRACTOR HAS REGISTERED WITH, 

IS AUTHORIZED TO USE AND USES THE FEDERAL WORK AUTHORIZATION PROGRAM COMMONLY KNOWN AS E-VERIFY. 

BEFORE A BID FOR ANY SUCH SERVICES IS CONSIDERED BY THE COUNTY, THE BID SHALL INCLUDE A SIGNED, 

NOTARIZED AFFIDAVIT FORM THE CONTRACTOR ATTESTING THE AFFIANT HAS REGISTERED WITH, IS AUTHORIZED TO USE, 

AND USES THE FEDERAL WORK AUTHORIZATION PROGRAM. 

 

CONTACT NAME:     

Carolyn Towns                               

E-MAIL ADDRESS:    

carolyn.towns@fultoncountyga.gov                                

 FAX NUMBER:                              

(404) 893 1727 

All information requested on this sheet must be completed.  Unless specifications indicate “NO 

SUBSTITUTE”, items determined by Fulton County to be “EQUAL OR BETTER” will be given full 

consideration. All prices QUOTED must be “FOB DELIVERED” unless otherwise requested, and 

must be submitted in the format requested.  The County reserves the right to cancel the 

solicitation and to reject any or all quotes in whole or in part and is not bound to accept any 

quote if rejection of that quote is determined to be contrary to the best interest of the County. 

Department of Purchasing & Contract Compliance 
 

Felicia Strong-Whitaker, Director 
 

 

http://www.fultoncountyga.gov/
http://www.fultonvendorselfservice.co.fulton.ga.us/


 
 
 
 
 

REQUEST FOR E-QUOTE SPECIFICATIONS 

 

 Community Court Marketing and Graphic Design Services Project 
 

1. DESCRIPTION 
 

The Fulton County Department of Purchasing & Contract Compliance is soliciting 
e-quotes from qualified bidders to provide Marketing and Graphic Design 
Services for the Fulton County District Attorney’s Office. 

 
2. CONTACT PERSON 
 

Please contact Carolyn Towns by e-mail carolyn.towns@fultoncountyga.gov or 
Fax (404) 893 1727 only, with any procedural or technical questions.  All 
questions should be submitted in writing to the Purchasing contact person via 
email only.  No phone calls will be accepted.  Any responses made by the 
County will be provided in writing to all Bidders by addendum.  No verbal 
responses shall be authoritative. 
 

 
3. TERM OF AGREEMENT 

 
One-time procurement  
 

4. PRODUCT/SERVICE SPECIFICATIONS 
 

With this Request for Quote, Fulton County District Attorney’s Office seeks to 

acquire the services of a qualified Marketing and graphic design company to 

support the marketing initiatives of special Fulton County District Attorney’s 

Office Community Court projects.  Fulton County District Attorney’s Office 

invites proposals from interested marketing/graphic design agencies with 

experience in marketing, graphic design, brand development, advertising, 

planning, management and market research, public relations. 

 

The scope of work includes, but is not limited to the following: 

 

1. Community Court Proposal and Presentation: Develop a marketing written 

proposal and a well-crafted visual presentation, for the development and 

implementation of a Community Court for Zone 1.   

2. Annual Community Court Report: Development of an Annual Community Court 

Report detailing the progress and challenges of the Fulton Industrial Boulevard 

Community Court from December 14, 2014 to date.  ____/____/____  

       NOTE: This form should be submitted as an attachment to on-line quote 

 

3. Promotional Marketing Collateral: Create promotional print and marketing 

collateral to include  brochures, newsletter template and Community Court 

signage. 

4. Other Vendor responsibilities: Maintain weekly communications with the 

District Attorney’s Office to ensure that needs are being met and identify 

mailto:_________@fultoncountyga.gov


additional marketing and public relations opportunities. A weekly update to the 

project lead from the Vendor will be required stating the tasks that are currently 

being worked on and status of each task.  

 
5. PRICING SHEETS 

 
Unit Pricing 
 

Item Description Estimated Quantity 
Unit Price ($) 

Zone 1 Community Court Proposal 

and Presentation 
2 

 

Annual Community Court Report 1 
 

Promotional Marketing Collateral: 

2 

 

Other Vendor responsibilities 
3 

 

 
 
 

 
6. SPECIAL CONDITIONS/INSTRUCTIONS   
 

For ease and efficiency of review, Fulton County District Attorney’s Office has specified 

the numbering protocol below for bidders.  Please follow this numbering protocol 

exactly, and do not re-number, insert numbers. Or otherwise modify the sequence.  

Responses that do not follow this numbering order will not be considered.   

 

1. Company profile 

a. Name of the business, contact person, and contact information: Provide 

address, telephone, mobile telephone number, fax number, e-mail address, 

and web address, as applicable.  

b. Statement of ownership: Describe the type of business entity (sole 

proprietorship, corporation, LLC, or other), and list the majority and 

minority owners.  

c. List of subcontractors. If applicable, provide company name, contact 

person, address, and telephone number, and intended percentage of work 

to be performed by any subcontractor. 

 

2. Qualifications 

a. Provide a brief description of your firm, including its founding and 

history; number of employees; service areas; and, awards or other forms of 

recognition.  

b. Provide a description of your work process.  

 

3. Experience and ability to perform this work 

a. Provide examples of relevant work and / or case studies.  



b. Provide a minimum of three (3) client references.  

c. Provide a list of personnel who would be assigned to this project, along 

with their credentials and experience. 

 

 
7. INSURANCE & RISK MANAGEMENT PROVISIONS  
 
                  NA 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 

NOTE: This form should be submitted as an attachment to on-line quote 

 

STATE OF GEORGIA          

 

COUNTY OF FULTON 

 

FORM 1: GEORGIA SECURITY AND IMMIGRATION CONTRACTOR 

AFFIDAVIT AND AGREEMENT 

 

By executing this affidavit, the undersigned contractor verifies its compliance with 

O.C.G.A. 13-10-91, stating affirmatively that the individual, firm or corporation which is 

engaged in the physical performance of services1 under a contract with [insert name of 

prime contractor] _______________________________________________ on behalf 

of Fulton County Government has registered with and is participating in a federal work 

authorization program*,2 in accordance with the applicability provisions and deadlines 

established in O.C.G.A. 13-10-91. 

 

The undersigned further agrees that, should it employ or contract with any 

subcontractor(s) in connection with the physical performance of services to this contract 

with Fulton County Government, contractor will secure from such subcontractor(s) 

similar verification of compliance with O.C.G.A. 13-10-91 on the Subcontractor 

Affidavit provided in Rule 300-10-01-.08 or a substantially similar form.  Contractor 

further agrees to maintain records of such compliance and provide a copy of each such 

verification to the Fulton County Government at the time the subcontractor(s) is 

retained to perform such service. 

 

______________________________________________ 

EEV/Basic Pilot Program* User Identification Number 

 

______________________________________________ 

BY: Authorized Officer of Agent 

       (Insert Contractor Name) 

   

______________________________________________ 

Title of Authorized Officer or Agent of Contractor 

 

______________________________________________ 

Printed Name of Authorized Officer or Agent 

 

Sworn to and subscribed before me this ______ day of _________________, 20__. 

   

                                                 
1O.C.G.A.§ 13-10-90(4), as amended by Senate Bill 160, provides that “physical performance of services” means any performance of 

labor or services for a public employer (e.g., Fulton County) using a bidding process (e.g., ITB, RFQ, RFP, etc.) or contract wherein 

the labor or services exceed $2,499.99, except for those individuals licensed pursuant to title 26 or Title 43 or by the State Bar of 
Georgia and is in good standing when such contract is  for service to be rendered by such individual. 

 

2*[Any of the electronic verification of work authorization programs operated by the United States Department of Homeland Security 
or any equivalent federal work authorization program operated by the United States Department of Homeland Security to verify 

information of newly hired employees, pursuant to the Immigration Reform and Control Act of 1986 (IRCA), P.L. 99-603]. 



Notary Public: ________________________________ 

 

County: _____________________________________    

Commission Expires: __________________________________



 
 

NOTE: This form should be submitted as an attachment to on-line quote 

 

STATE OF GEORGIA          

 

COUNTY OF FULTON 

 

FORM 2: GEORGIA SECURITY AND IMMIGRATION SUBCONTRACTOR 

AFFIDAVIT 

 

By executing this affidavit, the undersigned subcontractor verifies its compliance with 

O.C.G.A. 13-10-91, stating affirmatively that the individual, firm or corporation which is 

engaged in the physical performance of services
3
 under a contract with [insert name of 

prime contractor] _______________________________________________behalf of 

Fulton County Government has registered with and is participating in a federal work 

authorization program*,
4
 in accordance with the applicability provisions and deadlines 

established in O.C.G.A. 13-10-91. 

 

 

______________________________________________ 

EEV/Basic Pilot Program* User Identification Number 

 

 

______________________________________________ 

BY: Authorized Officer of Agent 

       (Insert Subcontractor Name) 

   

______________________________________________ 

Title of Authorized Officer or Agent of Subcontractor 

 

 

______________________________________________ 

Printed Name of Authorized Officer or Agent 

 

 

Sworn to and subscribed before me this ______ day of _________________, 20__. 

  

  

Notary Public: ________________________________ 

 

 

County: _____________________________________    

 

 

Commission Expires: __________________ 

                                                 
3O.C.G.A.§ 13-10-90(4), as amended by Senate Bill 160, provides that “physical performance of services” means any performance of 

labor or services for a public employer (e.g., Fulton County) using a bidding process (e.g., ITB, RFQ, RFP, etc.) or contract wherein 

the labor or services exceed $2,499.99, except for those individuals licensed pursuant to title 26 or Title 43 or by the State Bar of 

Georgia and is in good standing when such contract is  for service to be rendered by such individual. 

 
4*[Any of the electronic verification of work authorization programs operated by the United States Department of Homeland Security 

or any equivalent federal work authorization program operated by the United States Department of Homeland Security to verify 

information of newly hired employees, pursuant to the Immigration Reform and Control Act of 1986 (IRCA), P.L. 99-603]. 


