Request for Proposal

Posted THURSDAY, APRIL 9, 2026

Manchester School District
Spirit Merchandise

Due:
FRIDAY, MAY 8, 2026
No later than 10:00 AM EST

Deliver to:
Anna Sabato
Creative Director of Communications & Social Media
Manchester School District
20 Hecker Street

Manchester, NH 03102

Website:
www.mansd.org

(https://www.mansd.org/page/rfp)


http://www.mansd.org

I. PURPOSE AND BACKGROUND

The Manchester School District, a K-12 public school district serving approximately 2,200 staff and
11,864 students in 20 schools, is seeking proposals for a vendor to provide a zero-upfront-cost online
spirit merchandise store specifically for Manchester School District. This will specifically be an “on
demand” model with direct-to-customer shipping and/or local pickup, no inventory or bulk orders, with
a profit share on sales made. Production and shipping will need to happen within 7-10 days of orders
placed.

The District desires to implement the store as soon as practicable following selection and approval.

II. INSTRUCTIONS TO PROPOSERS

A. All Proposals must be submitted to:

Anna Sabato
Creative Director of Communications & Social Media
Manchester School District
20 Hecker Street
Manchester, NH 03102

B. Questions or comments regarding this proposal shall be directed in writing to Anna Sabato via
mail at the above address, or via email at asabato(@mansd.org and received no later than 10:00
AM EST on MONDAY, APRIL 20, 2026. All questions and responses pertaining to the RFP
and/or any RFP amendments will be posted to the School District website at www.mansd.org. It
is the proposer’s responsibility to check the website prior to the submittal deadline to ensure they
have the most up to date information pertaining to the RFP.

C. All proposals must be submitted in a sealed envelope and clearly marked in the lower left hand
corner “RFP — Spirit Merchandise.” The outside of the sealed envelope should also include
the vendor’s name. All proposals must be received no later than 10:00 AM EST on FRIDAY,
MAY 8, 2026 at the address listed above.

D. Proposers must identify the name, address, phone number, and email address of the contact
person to respond to questions related to the proposal submitted.

E. There will be no public opening of the Manchester School District — Spirit Merchandise RFP.

F. Two (2) copies of the proposal and an electronic copy on a USB Flash Drive must be submitted.

G. No late, telephone, fax, email submissions or modifications to proposals will be accepted. A
proposal may be withdrawn and resubmitted if done prior to the above deadline. Such a request
for withdrawal shall be in writing.

H. Proposals must be complete and include all forms listed in the “Contents of Proposal” section.


mailto:atoland@mansd.org
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Costs incurred for the preparation of a proposal in response to the RFP shall be the sole
responsibility of the vendor submitting the proposal.

The District is not responsible for RFPs not properly marked as directed above.

RFPs that are incomplete, not properly endorsed or signed, or otherwise contrary to these
instructions may be rejected as informal by the District. The RFP must be filled out completely
and accurately.

I1I. SCOPE OF WORK

A.

m o 0

e

Provide and host an online District spirit merchandise store with a dedicated URL where
customers can place orders, pay for merchandise, and have items shipped directly to the
customer.

Offer free artwork setup and customize the merchandise to align with the District’s branding,
including the provided logo and colors.

Assist with support and marketing resources.
Offer flexibility with a return policy and no minimum order requirements.
Vendors who can provide professional design help to integrate the logo preferred.

Provide a digital product catalog for the Manchester School District to select available
merchandise pieces.

Provide a share of the profits made from the spirit merchandise store to the Manchester School
District to be designated for use of staff appreciation.

Offer a spirit merchandise store at zero cost to the Manchester School District.

The Manchester School District does not guarantee quantities of products purchased.

IV. CONTENT OF PROPOSALS

Each proposal shall be required to include:

A.

B.

C.

Name of company, address, email address, telephone, and date established.
Name, address, email address, and telephone number for contact person for this proposal.

Completed attached “Bid Forms” (Appendix A)
a. Assurances
b. General Bidder Certifications and Disclosures
c. Certificate of Non-Collusion
d. Certificate of Tax Compliance Attestation Clause



D. Detailed pricing proposal (Appendix B) with pricing to hold firm for one year of services for the
entire school year (July 1, 2026-June 30, 2027)

E. At least three (3) references with names of contacts and telephone numbers of persons familiar
with the quality of your work and your products. At least one local reference is preferred.

V. SELECTION PROCESS

A. Proposals will be evaluated by the Superintendent of Schools or designee and other members of
the District staff as deemed appropriate. The District administration intends to make a
recommendation for contract award to the Board of School Committee at its June 22, 2026
meeting, with an anticipated project start date as soon as practicable.

B. Selection criteria will include the profit-share proposal, the bidder's expertise, qualifications,
experience, resources, professional references, and the overall clarity and responsiveness of the
proposal to this RFP. The District will utilize the following Matrix Rating Scale in making its
decision (Please note: if the vendor is selected for a sample, an additional decision-making
matrix will be used):

Decision Factors Weight
Product offering & quality 50%
Total profit share 15%
Experience (Local references preferred) 15%
Demonstrates Ease of Use Store Set-up and Customer 20%
Experience

C. The final contract recommendation to the Board of School Committee rests with the
Superintendent of Schools, as she may deem to be in the best interest of the Manchester
School District.

D. All participating vendors will be notified of the results in writing after an official contract
award has been made.

E. Proposers are encouraged to provide additional information about their services, firm,
customer service program, management structure, and capabilities as they may assist the
District in its review.

F. The District reserves the right to select more than one vendor where it deems it is in their best
interest to do so.

G. The Manchester School District, at its sole discretion, reserves the right to accept any
proposal, in whole or in part, waive minor inconsistencies, and/or to negotiate further any
terms of the proposal in achieving the best results for the School District.



. The Manchester School District reserves the right to waive or disregard any informality,
irregularity, or deficiency in any proposal received.

The Manchester School District may reject any or all proposals for any reason, should it be
deemed in the best interests of the School District to do so.

The School District also reserves the right to abandon the project or to solicit and re-advertise
for other proposals.

. The Manchester School District reserves the right to reject any and all proposals for failure to
meet the requirements contained herein, to waive any technicalities, and to select the proposal
which, in the Manchester School District's sole judgment, best meets the requirements of the
project.

. The District reserves the right to reject any vendor's RFP submission due to past contractual or
performance issues with the District.

. The Manchester School District reserves the right to accept or reject any or all proposals and
to cancel this RFP in whole or in part upon written or published notice of intent to do so.

. The Manchester School District anticipates entering into an agreement with the respondent
who submits the proposal judged to be most advantageous.

. The District reserves the right to make minor changes within the general scope of work to the
executed contract to address reasonable issues that may arise during the contract term.

The respondent understands that this RFP does not constitute an offer or a contract with the
Manchester School District. A contract shall not be deemed to exist and is not binding until
proposals are reviewed, the bidder has been selected, negotiations with the bidder have been
completed, and an agreement has been executed by the parties and approved by the Board of
School Committee.

. Each Proposer agrees and guarantees that the service offered conforms to the specifications
listed, and that the final determination of whether it does rests solely within the discretion of
the Manchester School District.

. Upon acceptance of this proposal, the terms, conditions, and specifications of this Request for
Proposal shall become part of the "agreement" as well as any additional documents that may
be issued by the District, or any documents that may be developed in conjunction with the
Proposer.

In the event the parties are unable to negotiate final terms, the Board of School Committee
may determine to accept the offer of the bidder deemed by the Board of School Committee to
be the second most responsive and responsible bidder.

The District will evaluate the facts and may, at its sole discretion, reject the vendor's proposal
if the facts discovered indicate that completion of a contract resulting from this RFP may be
jeopardized by the selection of this vendor.



U. The RFP creates no obligation on the part of the District to award a contract or to compensate

AA.

BB.

the proposer for any costs incurred during proposal presentation, response, submission, or oral
interviews (if held). The District reserves the right to award a contract based upon proposals
received without further discussion or negotiation. Proposers should not rely upon the
opportunity to alter their qualifications during discussions.

The District further reserves the right to make such investigation as it deems necessary to
determine the ability of proposers to furnish the required services, and proposers shall furnish
all such information for this purpose as the Manchester School District may request.

. Proposers must specifically identify any portions of their submittals deemed to contain

confidential or proprietary information or trade secrets. Those portions must be readily
separable from the balance of the proposal. Such designations will not necessarily be
conclusive, and proposers may be required to justify why the Manchester School District
should not, upon written request, disclose such materials.

All awards of scope of work under this request are contingent upon appropriation of funds.
The district has full discretion to cancel or terminate the overall contract (s) (or Purchase
Order), or any portions awarded. The successful vendor(s) will not be eligible to collect
damages for cancellation of the contract under these conditions.

The successful bidder will be required to carry Workers' Compensation Insurance per the
New Hampshire revised statutes annotated. In addition, the successful bidder will be
required to carry Comprehensive General Liability and/or Professional Liability and
Automobile and Truck Liability coverage minimum limits of $1,000,000 per occurrence
combined single limit and shall contain minimum limits of $2,000,000 per aggregate.
Comprehensive General Liability coverage and Automobile and Truck Liability coverage
may be met with a combination of coverage including excess and umbrella liability
coverage.

All subcontractors must meet the above insurance requirements. All insurance deductibles
will be the sole responsibility of the contractor. Insurance companies providing coverage
under the terms of this contract shall be approved to do business in the State of New
Hampshire.

Prior to the District's entering into an agreement, the successful contractor shall produce a
current copy of their Certificate of Insurance evidencing coverage is in full force and effect.
The successful bidder will be required to name the Manchester School District and the City
of Manchester as "Additional Insureds" on their current policy while contractor is performing
duties under contract with the District.

The Board of School Committee will make the final selection regarding the contract award as
recommended by the selection committee and what selection they deem is in the best interest
of the Manchester School District.



CC. No guaranteed quantities- The District does not guarantee any specific quantity of any item
will be purchased.



Appendix A - Bid forms
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A. ASSURANCES

By responding to this RFP, each proposer assures the District that, if selected as a Company, they will
comply with all provisions of this RFP and the Company’s proposal throughout the term of the contract.

COMPANY DATE

SIGNATURE PHONE




B. GENERAL BIDDER CERTIFICATIONS AND DISCLOSURES

Firm Name:

Business Address:

Telephone No.: Date of Proposal:

I. Criminal and Civil History. By submission of this proposal, the Proposer hereby certifies under
oath that the Proposer, its directors, partners, principal officers and key employees have no criminal
convictions or adverse civil judgments.

Yes No

If the answer is “no”, the Proposer shall disclose under oath the following:

A. The court, date, docket number and description of any and all misdemeanor convictions involving
moral turpitude, conviction of a bidding crime and other felony convictions of the bidding Proposer, or
the Proposer’s directors, partners, principal officers or key employees. The term “key employee” for
each statement shall include, but is not limited to, any employee who has an ownership interest in the
Proposer and any employee who shall have contact with the schools, including all delivery personnel. A
“bidding crime” is defined as any act in violation of state or federal law including, but not limited to,
fraud, conspiracy, collusion, perjury or material misrepresentation. The Proposer shall not be required to
disclose any conviction which has been annulled by a court.

B. A list of all civil cases, identifying the Court, date and docket number in which a final verdict was
rendered against the bidding Proposer or the Proposer’s directors, partners, principal officers or key
employees on the ground of fraud, misrepresentation, dishonesty, deceit, breach of contract or any other
matter involving allegations of failure to perform on a contract.

C. The court, date, docket number and description of any felony convictions whatsoever of the
Proposer, as well as the contractor’s/vendor’s directors, partners, principal officers or key employees.
The term “key employee” includes, but is not limited to, any employee who has an ownership interest in
the Proposer and any employee that shall have contact with the schools, including all transportation
personnel. The Proposer shall not be required to disclose any conviction which has been annulled by a
court.

II. Creditor Relationships and Business History. Proposer hereby certifies that it:
A.  Has been in business for years.
B.  Is current on all undisputed business debts.

C. Has not filed for bankruptcy protection. In the alternative, Proposer filed for bankruptcy
protection on
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I11. Equal Opportunity Employer. Proposer hereby certifies that it is an Equal Opportunity
Employer and that it does not engage in any discriminatory hiring or employment practices.

Yes No

IV. Safety and Licensure. Proposer certifies that it holds all permits, licenses and certifications,
whether federal or state, necessary to provide products and services to the District and meets all
applicable safety standards.

Yes No

V. Insurances. Proposer holds all the insurances which shall be required by the District.

Yes No

VI. Criminal Records and Training. Proposer complies with all criminal records check

requirements for its employees pursuant to state and federal law including, but not limited to, the
requirements of RSA 189:13-a. (Note: Registered sex offenders are not allowed on school property
under any circumstances.)

Yes No

VII. Contract Performance. Proposer certifies that it has never had a contract terminated for
nonperformance.

Yes No

If the answer is no, please provide a separate detailed written description of the circumstances giving
rise to termination, providing the name, address and contact information of the terminating party.

VIII.  References. Bidder must provide 3 references (names, addresses, and telephone numbers)
evidencing experience with a project of equivalent nature, scope and size.

The District reserves the right, at its sole discretion, to reject any Proposal which fails to contain the
above-referenced certifications or disclosures. The District reserves the right, at its sole discretion, to
reject any Proposer on the basis of any criminal history, civil litigation credit history or business record
which it deems to be adverse to the interests of the District.

Proposer’s Name:

By:

Title:

Date:

ACKNOWLEDGMENT BY PROPOSER

If Individual or Individuals:
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STATE OF )

COUNTY OF ) SS.:

On this day of , 20 , before me personally appeared

known to me to be the same person(s)
described in and who executed the within instrument, who, being by me sworn, did give oath that the
above-referenced certifications and disclosures are true to the best of his/her information, knowledge
and belief and he/she (or they severally) acknowledged to me that he/she (or they) executed the same
or their own volition with the intent that the District rely upon said statements.

Notary Public, State of

Commission Expires:

If Corporation:
STATE OF }

COUNTY OF } SS.:

On this day of , 20 _ , before me personally appeared
to me known, who, being by me sworn,
did give oath that the above-referenced certifications and disclosures are true to the best of his/her
information, knowledge and belief and further does say that he/she resides at (give address)
; that he/she is the (give title)
of the (name of
corporation) , the corporation described in and
which executed the above instrument; that he/she knows the seal of the corporation, and that the seal
affixed to the instrument is such corporate seal; that it was so affixed by order of the Board of Directors
of the corporation, and that he/she signed his/her name thereto by like order of their own volition with
the intent that the District rely upon said statements.

Notary Public, State of

Commission Expires:

If Partnership:
STATE OF }
COUNTY OF } SS.:
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On this day of , 20 , before me personally appeared
to me known, who, being by me duly sworn,
did give oath that the above-referenced certifications and disclosures are true to the best of his/her

information, knowledge and belief and further did depose and say that he/she is a partner of the firm of
and that he/she has the authority to sign the same, and

acknowledged that he/she executed the same as the act and deed of said partnership of their own
volition with the intent that the District rely upon said statements.

Notary Public, State of

Commission Expires:

FLLC:

STATE OF }

COUNTY OF } SS.:

On this day of , 20 ____, before me personally appeared

to me known, who, being by me
sworn, did give oath that the above-referenced cetrtifications and disclosures are true to the
best of his/her information, knowledge and belief and further does say that as the
(title) of that he/she has
the authority to sign on behalf of said entity pursuant to that entity’s Schedule of
Authorization-adopted annually by its Board of Directors-and that he/she signed his/her name
thereto by like order of their own volition with the intent that the District rely upon said
statements.

Notary Public, State of

Commission Expires:

If Any Other Organizational Type:

STATE OF }
COUNTY OF } SS.:
On this day of , 20 , before me personally appeared

known to me to be the same person(s) described in
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and who executed the within instrument, who, being by me sworn, did give oath that the above-referenced
certifications and disclosures are true to the best of his/her information, knowledge and belief and he/she (or they
severally) acknowledged to me that he/she (or they) executed the same or their own volition with the intent that
the District rely upon said statements.

Notary Public, State of

Commission Expires:
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C. CERTIFICATE OF NON-COLLUSION

MANCHESTER SCHOOL DISTRICT
20 Hecker St
Manchester, NH 03102

Bid Due: FRIDAY, MAY 8, 2026, at 10:00 AM EST

Firm Name:

Business Address:

Telephone No.: Date of Proposal:

I. GENERAL PROPOSAL CERTIFICATION
The Proposer certifies that he or she shall furnish, at the prices herein quoted, the materials,
equipment, and/or services as proposed on this proposal.

II. NON-COLLUSIVE PROPOSAL CERTIFICATION
By submission of this proposal, the Proposer certifies that:

a. Each Proposer and each person signing on behalf of any Proposer certifies, and in
the case of a joint Proposal, each party thereto certifies as to its own organization,
under penalty of perjury, that to the best of their knowledge and belief:

1) The prices in this proposal have been arrived at independently without
collusion, consultation, communication or agreement, for the purpose of
restricting competition, as to any matter relating to such prices with any
other Proposer or with any competitor;

2) Unless otherwise required by law, the prices which have been quoted in this
proposal have not been knowingly disclosed by the Proposer and shall
not knowingly be disclosed by the Proposer prior to opening, directly or
indirectly, to any other Proposer or to any competitor; and

3) No attempt has been made or shall be made by the Proposer to induce
another person, partnership, or corporation to submit or not to submit a
proposal for the purpose of restricting competition.
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b. A proposal shall not be considered for award nor shall any award be made where
(a) - (1), (2), and (3) above have not been complied with, provided, however, that if
in any case the Proposer cannot make the foregoing certification, the Proposer shall
so state and shall furnish with the proposal a signed statement which sets forth in
detail the reasons therefore. Where (a) - (1), (2), and (3) above have not been
complied with, the proposal shall not be considered for award nor shall any award
be made unless the Manchester School District determines that such disclosure was
not made for the purpose of restricting competition.

The fact that a Proposer has (a) published price lists, rates or tariffs covering items being procured,
(b) informed prospective customers of proposed or pending publication of new or revised price
lists for such items or (c) sold the same items to other customers at the same prices being
proposed, does not constitute, without more, a disclosure within the meaning of subparagraph one

(a).

Any proposal shall be deemed to have been authorized by the Board of Directors of the Proposer,
and such authorization shall be deemed to include the signing and submission of the proposal and
the inclusion therein of the certificate as to non-collusion as the act and deed of the corporation.

(Signature) (Title)

(Typewritten Name)

(Name of Business)

(Address)

(City/State)

(Phone) (FAX)

(Date)
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D. CERTIFICATE OF TAX COMPLIANCE ATTESTATION

MANCHESTER SCHOOL DISTRICT
20 Hecker St
Manchester, NH 03102

Bid Due: FRIDAY, MAY 8, 2026 at10:00 AM EST

ATTESTATION CLAUSE

| certify under the penalties of perjury that I, to my best knowledge and belief, have filed all state
and federal tax returns and paid all state and federal taxes required under law.

**Signature of Individual or Corporate Name (Mandatory)

By: Corporate Officer (mandatory, if applicable) (Title)

Social Security (voluntary) or Federal Identification Number

(Address)

(City/State)

(Phone) (FAX)

(Date)

**Approval of a contract or other agreement will not be granted unless the applicant signs this
certification clause.

Providers who fail to correct their non-filing or delinquency will not have a contract or other
agreement issued, renewed or extended.
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Appendix B
Manchester School District, SAU #37
20 Hecker Street
Manchester, NH 03102

Spirit Merchandise Proposal Due: Friday, May 8, 2026 at 10 a.m.

Proposal Form

1. Please include proposed prices

2. Pricing to hold firm for entire school year (7/1/2026-6/30/2027)

3. The list of items included in this RFP represent common spirit wear items. Additional items may
be requested by the District during the term of any resulting contract. The vendor will be
contacted directly for pricing on any additional items. The vendor may also contact the district
about new items that the District would be interested in. Any other item requested through the
term of the contract that is not included in this list, must be furnished at the same price and profit
structure and any and all terms of this contract apply.

4. Set forth special conditions, if any.

5. Please include information about your typical holiday specials/sale and will items be eligible for
these promotions.

6. Include shipping costs for the customer. Also, include options for customers to pick up their
items locally if applicable.

7. The District makes no guarantee of quantities purchased

Item Description Unit| Customer | District Shipping Items: Are they Screen Printed or
No. Price Profit costs Embroidery/Notes

1 |T-Shirt (Mens) ea.

2 | T-Shirt (Womens) ea.

3 _[Long-Sleeve T-Shirt | ea.

4 |Sweat Pants ea.

5 |Beanie ea.

6 |Baseball Cap ea.

7 |Vest ea.

8 [Umbrella ea.

9 [Polo Shirt ea.

10 | Tote Bag ea.
11 [Waterproof/Rain ea.
Jacket
12 [Youth T-Shirt ea.
13 |Zip-Up Sweatshirt ea.
14 [Hooded Sweatshirt | ea.
15 |Fleece (Mens) ea.
16 |Fleece (Womens) ea.
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Please list your ten (10) best-selling products

Item

Description

Unit

Customer
Price

District
Profit

Shipping
costs

Comments

€a.

ea.

ea.

ea.

ea.

ea.

ea.

ea.

ea.

ea.
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