
BIDDER/RESPONDER SHALL CONFORM TO THE FOLLOWING CHANGES AS SAME SHALL BECOME BINDING UPON 
THE CONTRACT TO BE ISSUED IN RESPONSE TO THIS INVITATION FOR BID. 

Question on Direct Mail: 

Can you provide more detailed on those pieces. Stock, sizes, printing requirements- how many colors and 
1 sided or 2 sided printing? 

Answer: 
See attached Appeal Letter Specs 

Procurement Services 
Lucas Administrative Center, 617 
1 Nunn Drive 
Highland Heights, KY 41099 
859.572.6605 
FAX 859.572.6995 

ADDENDUM NO:  1 
IFB/RFP No: RFP Reissue NKU-29-2023 

Project /Commodity: Annual Giving Program 

Date: 06/02/2023 

Due Date: 06/22/2023 



1. NKU Fiscal Year Kickoff Stewardship, Soft appeal 
a. QTY: 3,500 
b. 1 creative, 3 versions, personalized 

i. Mini letter  
1. Alumni version 
2. Friends version 
3. Leadership version 

a. Paper: 70.0 lb house offset 
ii. 11.5 x 9 roll fold brochure 

1. (11.5” x 9” flat; 3.75 x 9” folded) 
2. 70 lb gloss 

c. 8 ½ x 3.5 remit slip 70 lb house, 2/2 w/o bleeds with variable fields on 1 side 
d. #9 envelope CF envelope 24# white wove black/0 w/o bleeds 
e. #10 black full window “showcase” envelope 
f. 4 x 3.75 window decal with rounded corners 
g. Fold brochure letter, intelligent insert with mini letter, remit slip, #9 envelope, decal into # 10 envelope 
h. CASS certify, NCOA, Affix Stamp, sort and mail 
i. SEE SAMPLE BELOW 

 

 



 
 
  



2. NKU Standard Appeal Letter Fall – 10,000 

(1 creative design, 3 versions – 8.5 x 14 appeal letter, 4/4 color w/ bleeds) 

(Also price separately 1 creative design, 7 versions w/o bleeds) 

• Personalized 
• 8.5” x 14” with perf 
• Folds to 3.5” x 8.5” 
• 4/4 color w/ bleeds 
• Paper: 70.0 lb house offset 
• #9 envelope: 24.0 lb white wove-black/0 w/o bleeds 
• Standard #10 CF envelope 

(4.125” x 9.5”): 4/1 colors w/o bleeds 
• Finishing double parallel fold letter 
• Intelligent insert letter with #9 envelope into #10 envelope 
• CASS certify, NCOA, sort and mail 
• SEE SAMPLE BELOW 

 

 
 

  



3. NKU Appeal Letter Calendar Year-end – 8.5 x 7 mini letter with attached 8.5 x 3.5 remit slip – 13,000 pieces 

(1 creative design, 3 versions, 4/4 color with bleeds) 

a. Personalized 
b. 8.5 x 7 sheet printed front/back, Perf 
c. Folds to 3.5 x 8.5 
d. 4/2 color w/ bleeds 
e. Paper: 70.0 lb house offset 
f. #9 envelope: 24.0 lb white wove-black/0 w/o bleeds 
g. Standard # 10 closed face envelope 

(4.125” x 9.5”): 4/1 colors w/o bleeds 
h. 3 Version (text or art) 
i. Finishing fold  
j. Intelligent insert mini letter with #9 envelope into #10 envelope 
k. CASS certify, NCOA, sort and mail 
l. SEE SAMPLE BELOW 

 

  



4. NKU Anniversary Appeal – A8 Greeting card 
a. QTY: 2,000 
b. Send on a quarterly basis ~500 per quarter 
c. Greeting card on gloss card stock; back of card personalized with salutation and gift history 
d. 3.5 x 7 remit slip, 70 lb house, 2/2 w/o bleeds with variable fields on 1 side 
e. #8 carrier envelope 24# white wove black/0 w/o bleeds 
f. BRE (size?) 
g. Intelligent insert greeting card, remit slip with BRE envelope into A8 envelope 
h. CASS certify, NCOA, sort and mail 
i. SEE SAMPLE BELOW 

 

 
 
 



 

 

 

 



5. Founder’s Day Post Card 6 x 9 
a. QTY: 50,000 
b. Gloss card stock 
c. Address 
d. CASS certify, NCOA, sort and mail 
e. SEE SAMPLE BELOW 

 
 

 
 
  



6. NKU Standard Appeal Letter FYE – 10, 000 
• Personalized 
• 8.5” x 14” with perf 
• Folds to 3.5” x 8.5” 
• 4/4 color w/ bleeds 
• Paper: 70.0 lb house offset 
• 8.5 x 3.5 insert 2 sides, 4/4 
• #9 envelope: 24.0 lb white wove-black/0 w/o bleeds 
• Standard #10 CF envelope 

(4.125” x 9.5”): 4/1 colors w/o bleeds 
• Finishing double parallel fold letter 
• Intelligent insert letter with #9 envelope into #10 envelope 
• CASS certify, NCOA, sort and mail 
• SEE SAMPLE BELOW 
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