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1. Pursuant to the provisions of the State of Alabama Competitive Bid law, Jacksonville State University will receive 

sealed bids for the procurement of equipment, materials, or services described/specified on the attached documents.  
Jacksonville State University is exempt from Federal Excise and State Sales Tax. 

2. Bids should be sealed and have the bid number and opening date clearly marked on the outside of the bid 
package.  When required, contractors must be licensed under provisions of Title 34, Chapter 8 Code of 
Alabama.  Per Section 34-8-8 (b) All owners receiving bids pursuant to this chapter shall require the person, 
firm, or corporation to include his or her current license number on the bid.  The owner shall reject all bids 
that do not contain the current license number of the general contractor submitting the bid.  Bids should be 
typed or printed legibly in ink.  Bids must be signed in ink.   

3. Sealed bids must be received in the Office of Procurement by the date and time listed above.  Bid packets 
should be hand delivered or sent by FedEx or UPS.  Bids cannot be faxed or emailed.  Bids received after the 
time listed above will not be accepted for any reason. 

4. All bid prices must include shipping charges (FOB Jacksonville State University) unless bid is for services only. 
5. References to name brands are for design, quality, and identification purposes only and are not intended to exclude 

vendors or restrict bidding.  If a substitution is offered, please indicate any differences. 
6. Alabama law (section 41-4-116, Code of Alabama 1975) provides that every bid submitted and contract executed 

shall contain a certification that the vendor, contractor, and all of its affiliates that make sales for delivery into 
Alabama or leases for use in Alabama are registered, collecting and remitting Alabama state and local sales, use and 
and/or lease tax on all taxable sales and leases into Alabama.  By submitting this bid, the bidder is hereby 
certifying that they are in full compliance with State of Alabama Act No. 2006-557 and acknowledges that the 
awarding authority may declare the contract void if the certification is false.  Vendor should submit documentation 
of registration with the Federal E Verify system with bid response.  Vendor should also submit the original 
State of Alabama Vendor Disclosure Statement with bid response.  A bid cannot be awarded without these 
documents. 

7. Bidder certifies by submitting a response to this bid request that neither the company nor any of its employees who 
will provide or perform services under this contract have been debarred, suspended or otherwise declared ineligible 
from receiving Federal contracts and subcontracts. 

8. Jacksonville State University reserves the right to waive any technicalities, if and as allowed by law.  
 
Jacksonville State University reserves the right to accept or reject all bids or any portion thereof and unless specified 
by the bidder, to accept any or all items in the bid.  In the event the University elects to award on an “all or “none 
Basis”, this will be stated in the bid specifications. 
 
By signing this contract, the contracting parties affirm, for the duration of the agreement, that they will not violate 
federal immigration law or knowingly employ, hire for employment, or continue to employ an unauthorized alien 
within the state of Alabama. Furthermore, a contracting party found to be in violation of this provision shall be deemed 
in breach of the agreement and shall be responsible for all damages resulting therefrom.   
 
Company Name___________________________   Telephone _________________________ 
Address__________________________________  Fax_______________________________ 
City_____________________________________  State  _______Zip Code_______________ 
Email Address________________________________________________________________ 
 
Signature of Company Official________________________________________ Date_______ 
 
Printed Name of Official_____________________________________________ 
  

JSU Bid # 25-09-30-0027           Return Original Bid To: Jacksonville State University 
Issue Date:    9/11/2025                                                             700 Pelham Road North 
Description:  Diplomas        Room 324 Angle Hall 
                    Jacksonville, AL  36265 
 

Bids must be received by 3:00 PM CST on Thursday, September 30, 2025. 
 
Questions regarding the bid process should be submitted in writing to Shasta Platt at purchasing@jsu.edu. 
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Invitation to Bid 

Jacksonville State University’s Registrars Office is seeking bids for the procurement of diplomas 
and services. The vendor should agree to accept a purchase order as a contract for this purchase. 
The following outlines the minimum requirements for the equipment and services being sought. 

Bid Specifications for Diploma Covers, Diplomas, Folders, Direct Shipping, and 
Electronic Diplomas 

This bid will be for (1) year with the option to extend for 3 (1) year extension(s). 
Bid Specifications for Diploma Covers 

Diploma Cover to fit diploma insert measuring 8x10 

A. Size: To fit diploma insert measuring 8x10  
B. Style: Padded 
C. Color: Red (to be approved by the university) 
D. Hinge: Short Side 
E. Inside Left Panel: Cut white silk moiré with etch of Angle Hall 
F. Inside Right Pane: Cut white silk moiré with red full corner pockets 
G. Border: Single Line blind, front and back, 8x10 only 
H. Foil: Front stamped school crest in dull gold 
I. Numbers Required 

1. 2000 Covers Price________________ 
2. 2500 Covers Price________________ 
3. 3000 Covers Price________________ 

J. Delivery 
1. Covers to be delivered to University Warehouse, Jacksonville State University within a 

specified time set by the Registrar. 
 

Diploma Cover to fit diploma insert measuring 11x14 

A. Size: To fit diploma insert measuring 11x14 
B. Style: Padded 
C. Color: Red (to be approved by the university) 
D. Hinge: Long top 
E. Inside Top Panel: Cut white silk moiré with etch of Angle Hall 
F. Inside Bottom panel: Cut white silk moiré with red full corner pockets 
G. Foil: Front stamped school crest in dull gold 
H. Numbers Required 

1. 50 Covers  Price________________ 
2. 100 Covers  Price________________ 
3. 150 Covers  Price________________ 

I. Delivery 
1. Covers to be delivered to University Warehouse, Jacksonville State University within a 

specified time set by the Registrar.  
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Bid Specifications for Diplomas, Folders, and Direct Shipping  

Diploma orders are submitted following ceremonies in Fall, Spring, and Summer conferrals.  Diploma 
reprint orders are submitted weekly.  

8x10 (Graduate and Undergraduate) and 11x14 (Doctoral) Diploma Specifications: 

A. Sizes: 8x10 and 11x14 
B. Masthead: Black Thermography 
C. Body Text: Black (raised) Thermography 
D. Top Seal: Black Thermography 
E. Bottom Seal: Gold engraved school seal 
F. Personalization: Name, degree, date etc. 
G. Numbers Required: 

1. 8x10 – approximately 2500 units per year  Price________________ 
2. 11x14 – <50 units per year    Price________________ 

 

Diploma Folder to Fit 8x10 Diploma Specifications 

A. Size: 8x10 
B. Style: Certificate Holder 
C. Color: Red (to be approved by the university) 
D. Foil: Gold foil stamped with school seal.  
E. Number Required: approximately 2500 units   Price________________ 

 

Diploma Folder to Fit 11x14 Diploma Specifications 

A. Size: 11x14 
B. Style: Portfolio 
C. Color: Red (to be approved by the university) 
D. Foil: Gold foil stamped with school crest.  
E. Number Required: <50 units     Price________________ 

 

Direct Shipping of Diplomas to Students 

A. Labels: Printed from file provided by the university. 
B. Envelope: Mailer printer with “DO NOT BEND” and university’s return address.  
C. Diplomas placed in folders and then envelopes and mailed  
D. Shipping of complete package charged at cost.  Price________________ 

 

Bid Specifications for Electronic Diplomas 

Electronic Diplomas Costs 

A. Production fee   Price________________ 
B. Student fee    Price________________ 
C. University download fees Price________________ 
D. Verification service  Price________________ 
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Bid Specification for Certificates 

Certificate Costs 

A. Size: 8x10 
B. Masthead: Flat Black 
C. Body Text: Flat Red & Black 
D. Watermark: Grey Flat  
E. Seal: Red Flat Printed 
F. Personalization: Name, degree, date, etc. 
G. Number required: 30 per year   Price by Qty________________ 
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CONSIDERATION OF BIDS: Bid’s will be evaluated based on the following criteria to determine the 
award recipient: 

1. Bid/contract price. 
2. Reputation of the vendor and their services. 
3. Quality of the vendor's services. 
4. Extent to which the services meet the University's needs. 
5. Delivery based upon the university’s needs. 
6. Vendor's past relationship with the University. 
7. Total long-term cost to the University for retaining the vendor's services. 
8. Any other relevant factors provided in response to this request. 

 

TERMS: 

The awarded vendor must agree to accept a purchase order as a contract for the service or equipment 
purchase. JSU does not agree to pre-pay or pay a deposit on equipment orders. The vendor should invoice 
JSU upon equipment delivery and completion of other services. 

The bid submission should include the following documents, as a bid award cannot be made without them: 

1. State of Alabama Disclosure Statement. 
2. E-Verify Memorandum of Understanding. 
3. W9 form. 

 
Bid Submission Instructions 
 
One (1) original and one (1) copy of all documents must be submitted.  Sealed bid packets must 
be received by 3:00 PM CST on Thursday, September 30, 2025.  The bid number, opening date 
and time must be listed on the outer envelope.  It is the responsibility of the respondent to ensure 
that the bid packet arrives in the Procurement and Fixed Assets office on time.  To ensure timely 
receipt, the bid packet should be hand delivered or sent by commercial carrier to:  
 

Jacksonville State University 
Attn:  Shasta Platt 
Procurement and Fixed Assets  
700 Pelham Rd N 
324 Angle Hall 
Jacksonville, AL 36265 

 

 

Documentation to be submitted with bid response: 
 

1. Original notarized State of Alabama Disclosure Statement 
2. Memorandum of Understanding as documentation of vendor registration with the Federal E-

Verify system (contact your company’s Human Resources Department or visit 
https://www.e-verify.gov to register) 

3. W-9 form from IRS 
 
The above documents must be received prior to bid award.  Vendor must agree to accept a 
purchase order as contract for this bid.  Vendor will invoice JSU upon delivery. 
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CERTIFICATE OF COMPLIANCE WITH THE BEASON-HAMMON ALABAMA TAXPAYER AND CITIZEN 
PROTECTION ACT 

(Ala. Code § 31-13-1) 
 

RE: Contract/Grant/Incentive (describe by number or subject): _______________________________  
by and between __________________________________(“Contracting Party”) and 
Jacksonville State University. 
 
The undersigned herby certifies to Jacksonville State University as follows: 
 
The undersigned holds the position of ________________________________with the Contracting Party 
named above and is authorized to provide representations set out in this Certificate as the official and binding 
act of that entity and has knowledge of the provisions of Ala. Code § 31-13-1, known as The Beason-
Hammon Alabama Taxpayer and Citizen Protection Act (“Act”). 
 
The Contracting Party is a business entity or employer as those terms are defined in Ala. Code §31-13-3(2) 
and (5).   
 
The Contracting Party cert if ies that it  has not knowingly employed an unauthorized alien within the 
State of Alabama and hereafter it will not knowingly employ, hire for employment, or continue to employ an 
unauthorized alien within the State of Alabama. 
 
The Contracting Party certifies that it is enrolled in E-Verify and will continue to be enrolled in E-Verify 
for the duration of the contract/agreement. 
 
 
__________________________________________________ 
Contracting Party Name (Printed) 
 
__________________________________________________ 
E-Verify User Identification Number 
 
__________________________________________________ 
By: Authorized Officer or Agent of Contracting Party (Signature) 
 
__________________________________________________ 
Title of Authorized Officer or Agent of Contracting Party 
 
__________________________________________________ 
Printed Name of Authorized Officer or Agent of Contracting Party
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