COLUMBUS CONSOLIDATED GOVERNMENT
CONTRACT ROUTING MEMORANDUM

DATE: November 22, 2017

SUBJECT: Office Supplies (Annual Contract) — RFB No. 18-0009
s

FROM: Heather Scheuttig, Purchasing Division

Please route for appropriate signatures the four (4) copies of the attached contract with Malone
Office Environments. The firm will provide general office supplies on an “as needed” basis.

The initial term of this contract shall be for two years with the option to renew for three additional
twelve-month periods. Contract renewal shall be contingent upon the mutual agreement of the City
and the Contractor.

Funds are budgeted each fiscal year for this ongoing expense: Various Departments — Office
Supplies and Operating Materials; 6711 & 6728.

Council authorized this contract per Resolution No. 386-17; dated November 14, 2017
(copy is attached).

Signatories - Signatures Required (No initials please) Date

Purchasing Division Manag% //029~ /%

Signature of Approval
) /22-/ 7

b

City Attorney:
Signature required on Contracts

City Manager:

.Signature required on Contracts

Clerk of Council:
Signature Required on Contracts
& Attest/Seal <]

Buyer:
Process / Distribute

After all signatures have been applied, please contact Purchasing Division (ext - 3071) for distribution.
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“ITEM A™
A RESOLUTION ‘

N3 8E 17

A RESOLUTION AUTHORIZING THE PURCHASE OF HIGH-USAGE OIFICE
SUPPLIES, AS WELL AS, NON-EXCLUDED CATALOG ITEMS, FROM MALONE
OFFICE ENVIRONMENTS (COLUMBUS, GA) FOR THE ESTIMATED ANNUAL
CONTRACT AMOUNT QOF $78,885.47, TO BE PURCHASED ON AN “AS NEEDED
BASIS”.

WHEREAS, the high-usage office supplies include: General Office Supplies, Paper and
Pads, Filing Supplies, Pens and Desk Supplies, etc., and;

WHEREAS, Malone Office Environments will provide a 5% - 20% discount for catalog
items not excluded from the contract. The contract excludes the following: All Furniture (desks,
chairs, bookcases, credenzas, workstations, etc.); All Copiers/ Printers, and Computer Equipment
(hardware and software), and;

WHEREAS, the office supplies will be utilized in all areas of the City Government,
ands,

WHEREAS, the contract shall be for two years, with the option to renew for three
additional twelve-month periods. Contract renewals will be contingent upon the mutual
agreement of the City and the Contractor,

NOW, THEREFORE, THE COUNCIL OF COLUMBUS, GEORGIA, HEREBY
RESOLVES AS FOLLOWS:

That the City Manager is hereby authorized to purchase:high-usage office supplies, as
well as, non-excluded catalog items, from Malone Office Environments (Colu mbus, GA) for the
estimated annual contract amount of $78,885.47, to be purchased on an “as needed basis”.

Funds are budgeted each.fiscal year for this ongoing expense: Various Departments - Office
Supplies and Operating Materials; 6711 & 6728,

roduced egular yneeting of the Council ot Columbus, Georgia, held the
ay-of MZOI? and adopted at said meeting by the affirmative vote of

d/ members of said Council,

Couricitor Allen voting .. YES .
Councilot Baker voting . NMES .
Councilor Barnes voting
Councilor Davis voting
Coungcilor Garrett voting BSENT FOR YOI
Councilor Henderson voting YES .
Councilor Huff voting _YES .
Councllor Thomas voung YES .. .
/ e




CONTRACT

THIS CONTRACT, executed thisﬂ'day of Zﬂlﬂo&/’ 2017, by and

between the Consolidated Government of Columbus, Georgia, hereinafter called the “City”,

and Malone Office Environments, hereinafter called the “Contractor”

WITNESSETH:

That in consideration of the mutual covenants, obligations, and terms set-forth in the
attached proposal and specifications, the parties hereby agree as follows:

1. That the Contractor met all proposal requirements and was ¢valuated responsive
for providing Office Supplies (Annual Contract), per RFB No. 18-0009, and was awarded the
Contract by Columbus City Council on Tuesday, November 14, 2017, Resolution No. 386-17,
for thé initial term of two years, beginning January 1, 2018 through December 31, 2020, with the
option to renew for three (3) additional twelve-month periods, for furnishing the same in
- accordance with the specifications prepared by the City and the submittal of the Contractor.

2. The Coniractor will, at its own cost and expense, furnish all labor, materials, and
equipment required to be furnished, provide all related services required, and meet all other
requirements or conditions imposed, all strictly in accordance with the City’s Business
Requirements, the City’s Request for Bids, dated September 13, 2017 (and all addenda thereto),
and the Contractor’s submittal dated October 25, 2017, which are attached hereto as exhibits
“A”, “B”, and “C” respectively, and which are by reference made a part hereof to the same
extent as if fully set out herein.

3. On the faithful performance of this Contract by the Contractor, the City will pay
the Contractor in accordance with the terms and on the conditions stated in this Contract and the

exhibits attached to and by reference made a part hereof.




FORMD

CONTRACT SIGNATURE PAGE
OFFICE SUPPLIES
(Annual Contract)
RFB No. 18-0009

The undersigned hereby declares that he has/they have carefully examined the specifications
herein referred to and will provide all equipment, terms and services of the Consolidated
Government of Columbus, Georgia:

10/24/17
nature of Authorized Representative Date

Qn,.,_ Grens Juanita Strickland, CFO

Witness as to the Contractor Print Name and Title of Signatory

()JM UG#I/H Company: Malone Office Environments

Witnggs as to the Contractor

ATTEST:

Address: 1345 131 Avenue

Columbus, GA 31901

Telephone; 706-322-2513
Fax: 706-324-2379

Email: jstrickland@maloneoffice.com

* * * * * * * ® * *

CONSOLIDATED GOVERNMENT OF COLUMBUS, GEORGIA

Accepted this&?_g;ay of,%/ﬂ?éﬁ/ 20/7 APPROVED AS TO LEGAL FORM:
. ‘ L (-__—.‘
:/j i 7, c%‘; e

aiah Hugley, City Manag Clifton C. Fay, City Attorney

EXECUTION AUTHORIZED
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EXHIBIT A

Columbus Consolidated Government
Office Supplies
(Annual Contract)
Business Requirements

RFB No. 18-0009




BUSINESS REQUIREMENTS

** Section Redacted **

These documents have been filed in the Purchasing Division

5" Floor — Finance Department
100 10™ Street
Columbus, Georgia 31901

Please contact Purchasing to view these documents at ext: 3071




EXHIBIT B

Columbus Consolidated Government
Office Supplies
(Annual Contract)
Request for Bids

RFB No. 18-0009




COLUMBUS CONSOLIDATED GOVERNMENT iﬁ?fgﬁ‘fg’ﬁaﬂfj
Geargia’s First Consolidated Government 5%% {;‘;;g

Pl

W
GOWES

'“.\\‘\\J

FINANCE DEPARTMENT

‘PURCHASING DIVISION ‘ ) 100 TENTH STREET, P. O. Box 1340
COLUMBUS, GEORGIA 31902-1340
706-653-4105, FAX 706-225-3033

Date: September 13, 2017

Qualified vendors are invited to submit sealed bids, subject to conditions and

REQUEST instructions as specified, for the furnishing of:
FOR BIDS:
OFFICE SUPPLIES
RFB NO: 18-0009 (ANNUAL CONTRACT)
Provide office supplies on an "as needed” basis to various depariments of the Columbus
GENERAL SCOPE Consolidated Government.
October 13, 2017 — 2:30 PM (EST)

DUE DATE Bids must be received and date/time stamped on or before the due date by the
Finance Department/Purchasing Division, 5" Floor — Government Center, 100
10th St, Columbus, GA. Bids will be opened during the 3:00 PM hour in the

{1 Conference Room of the Purchasing Division. Bidders are not required, but are
invited to attend the bid opening. '
IMPORTANT INFORMATION
ADDENDA Any and all addenda will be posted on the Purchasing Division's web page, at

http:/Awvww.columbusga.org/finance/Excel_Docs/Bid Opportunities.htm. 1t is the
vendors’ responsibility to periodically visit the web page for addenda before the
due date and prior to submitting a quote. '

NO BID RESPONSE Refer to the form on page 3 if you are not interested in this invitation.

Andrea J. McCorvey
Purchasing Manager
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IMPORTANT INFORMATION
e-Notification

Effective December 31, 2014, Columbus Consolidated
Government (the City) discontinued mailing postcard
notifications to its registered vendors. The City 1s using the
Georgia Procurement Registry e-notification system. You
must register with the Team Georgia Market Place/Georgia
Procurement Registry to receive future procurement
notifications via
http://doas.ga.gov/state-purchasing/suppliers/getting-started-
as-a-supplier

If you have any questions or encounter any problems
while registering, please contact the Team Georgia
Marketplace Procurement Helpdesk:

Telephone: 404-657-6000
Fax: 404-657-8444
Email: procurementhelp@doas.ga.gov

RFB No. 18-0009 Office Supplies Page 2 of 37



STATEMENT OF "NO BID"

Complete and return this form immediately if you do not intend to Bid:

Email: hscheuttig@columbusga.org
Fax: (706) 225-3033, Attn: Heather Scheuttig, Buyer
Mail: Columbus Consolidated Government

Purchasing Division

P. O. Box 1340

Columbus, GA 31902-1340

We, the undersigned decline to bid on your RFB No. 18-0009 for Office Supplies for the
following reason(s):

____Specifications too "tight", i.e. geared toward one brand or manufacturer only (explain below)
____There is insufficient time to respond to the Invitation for Bids.

__We do not offer this product or service.

____We are unable to meet specifications.

____We are unabie to meet bond requirements.

____Specifications are unclear (explain below).

___ We are unable to meet insurance requirements.,

___Other (specify below)
Remarks:
COMPANY NAME:
| AGENT:
DATE:
TELEPHONE NUMBER:
EMAIL ADDRESS:

REFB No. 18-0009% Cffice Supplies Page 3 of 37




GENERAL PROVISIONS

THESE GENERAL PROVISIONS SHALL BE DEEMED AS PART OF THE BID SPECIFICATIONS. The
provisions of the Procurement Ordinance for the Consolidated Government of Columbus, Georgia as adopted and
amended by Council shall apply to all invitations for bids and award of all contracts and is specifically incorporated
herein by this reference. A copy of the ordinance is on file in the Purchasing Division.

1. TERM “CITY.” The term "City" as used throughout these documents will mean Consolidated Government of
Columbus, GA.

2. PREPARATION OF FORM. Bid proposals shall be submitted on the forms provided by the City. All figures
must be writien in ink or typewritten. Figures written in pencil or erasures are not acceptabie. However, mistakes
may be crossed out, corrections inserted adjacent thereto, initialed in ink by the person signing the proposal. If
there are discrepancies between unit prices quoted and extensions, the unit price will prevail. Failure to properly
sign forms, in ink, will render bid incomplete.

3. EXECUTION OF THE BID PROPOSAL. Execution of the bid proposal will indicate the bidder is familiar and in
compliance with all local laws, regulations, ordinances, site inspections, licenses, dray tags, etc.

4. BID SUBMISSION. Fax bid submissions will not be accepted as a response to the Invitation for Bids.
Bids must be submitted in a sealed envelope or package. The exterior of the envelope or package must reference
the bidder's name and address, the bid number, bid title, and must indicate the contents represent a “bid” or “no
bid" submission. Failure to properly identify the bid submission may result in rejection of the bid.

5. BID DUE DATE. The bid submission must arrive in the Purchasing Division on or before the stated due date
and time. Upon receipt, bids will be time and date stamped. Bids will remain sealed and secured until the stated
due date and time for the bid opening.

6. BID OPENING. The Purchasing Division Manager or Purchasing staff appointee will open bids. The bid
amount and other pertinent information as determined by the Purchasing Division Manager will be read and
recorded. The bids as recorded at the bid opening represent draft tabulation and may include incorrect price
extensions or transcription errors, and are subject to change if conflicting information is discovered during analysis
of the bid responses. A bid tabulation will be made available to bidders after extensions have been checked and all
other specification compliance has been determined. In the essence of time, bidders may not be allowed to
review bids at the bid opening. However, bidders will be allowed to make appointments to review the bids
at a later date. '

7. LATE BIDS. It is the responsibility of the bidder to ensure bids are submitted by the specified due date and
time. Bids received after the stated date and time will be returned, unopened, to the bidder. The official clock to
determine the date and time will be the time/date stamp located in the Finance Department. All bids received will
be time and date stamped by the official clock. The City will not be held responsible for the late delivery of bids due
to the U.S. Mail Service, or any other courier service.

8. RECEIPT OF ONE SEALED BID. Inthe event only one sealed bid is received, no formal bid opening shall take
place. First, the Purchasing Division shall conduct a survey of vendors to inquire of “no bid" responses and non-
responsive vendors. If, from the survey, it is determined by the Purchasing Division that specifications need
revision, the one bid received will be returned, unopened, to the responding vendor, with a letter of explanation and
a new bid solicitation prepared. Ifit is determined that other vendors need to be contacted, the bid due date wilibe
extended, and the one bid received will remain sealed until the new bid opening date. The vendor submitting the
single bid will receive a letter of explanation. If it is determined the one bid received is from the only
responsive, responsible bidder, then the bid shall be opened by the Purchasing Division Manager or
designee, in the presence of at least one other witness. The single bid will be evaluated by the using
agency for award recommendation.

9. RECEIPT OF TIE BIDS. Inthe event multiple responsive, responsible bidders are tied for the lowest price and

all other terms and requirements are met by the all tied bidders, the award recommendation shall be as follows:

a. Award fo the local bidder, if one of the bidders has its principal place of business in Columbus, Georgia.

b. [Ifall or none of the bidders has its principal place of business in Columbus, Georgia, then award the bid to the
bidder who has received the award previously.

¢. If neither bidder received the award previously, and neither of the tied bidders has its principal place of
business in Columbus, Georgia, then the bid award shall be equally divided between the tied bidders.

d. [fitis not feasible to divide the award, and if all or none of the tied bidders has its principal place of business in
Columbus, Georgia, and neither was awarded the bid previously, then all bids will be rejected and the bid will
be re-advertised.
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10. RECEIPT OF MULTIPLE BIDS. Unless otherwise stated in the bid specifications, the City will accept
one and only one bid per vendor. Any unsolicited multiple bid(s} will not be considered. I prior to the bid
opening, more than one bid Is received from the same vendor, the following will occur: (1) the bidder will be
contacted and required to submit written acknowledgment of the bid to be considered; (2) the additional bid(s) will
be returned to the bidder unopened. If at the bid opening more than one bid is enclosed in a single bid package,
the City will consider the vendor non-responsive and bids will be returned to the bidder.

11. CONDITION AND PACKAGING. Unless otherwise defined in the bid specifications, it is understood and
agreed that any item offered or furnished shall be new, in current production and in first class condition, that all
containers shall be new and suiiable for storage or shipment, and that prices include standard commercial
packaging.

12. FREIGHT/SHIPPING/HANDLING CHARGES. All freight, shipping, and handling charges shall be included in
the bid price. The City will pay no additional charges.

13. CORRECTION OR WITHDRAWAL OF BID/CANCELLATION OF AWARDS. Corrections or withdrawals of
inadvertently erronecus bids before or after bid opening, or cancellation of awards of contracts based on such bid
mistakes may be permitted where appropriate. Mistakes discovered before bid opening may be modified or bid
withdrawn by written notice received in the office of Purchasing prior to the time of the bid cpening. After bid
opening, no changes in bid prices or other provisions of hids prejudicial to the interest of the City or fair competition
shall be permitted. In lieu of bid correction, a low bidder alleging a material mistake of fact may be permitted to
withdraw its bid if the mistake is clearly evident, or if the bidder submits evidence that clearly and convincingly
demonstrates that a mistake was made. All decisions to permit corrections or withdrawais of bids or to cancel
awards or contracts based on bid mistakes will be supported by the written determination of the Purchasing Officer.

14. ADDENDA AND INTERPRETATIONS. If it becomes necessary fo revise any part of this bid, a written
addendum will be provided to all bidders. The City is not bound by any oral representations, clarifications, or
changes made to the written specifications by City employees, unless such clarification or change is provided to the
bidders in written addendum form from the Purchasing Officer. Bidders will be required to acknowledge receipt of
the addenda (if applicable) in their sealed bid proposal. The vendor may provide an initialed copy of each
addendum or initial the appropriate area on the bid form (pricing page). Failure to acknowledge receipt of the
addenda (when applicable) will render bid incomplete. It is the bidder's responsibility to ensure that they have
received all addenda.

15. BID EVALUATION AND AWARD. During the evaluation of bids, the City reserves the right to request
clarification of bid responses and to request the submission of references, If deemed necessary for a complete
evaluation of bid responses. Award will be made to the responsive and responsible bidder whose bid is most
economical according to criteria designated in the solicitation. The determination of the lowest responsive and
responsible bidder may involve all or some of the following factors: prices, conformity to specifications, financial
ability to meet the contract, previous performance, facilities and equipment, availability of repair parts, experience,
delivery promise, terms of payment, compatibility as required, other cost, and other objective and accountable
factors, if any, (which are further described in the specifications). The City shall be the judge of the factors and will
make the award in the best interest of the City.

16. TIME FOR CONSIDERATION. Bids must remain in effect for at least sixty (60) days after date of receipt to
allow for evaluation.

17. BID SECURITY AND PERFORMANCE BOND. Bid security (Bid Bond) shall be required for all competitive
sealed bids for construction contracts when the price is estimated by the Purchasing Officer to exceed $10,000.
Bid security shall be a bond provided by a surety company authorized to do business in the State, or in the form of
a certified check. Such bonds may also be required on construction contracts under $10,000 or other procurement
contracts when circumstances warrant. Bid security shall be in an amount equal to at least five percent (5%) of the
bid amount. The City will accept a copy of a bid bond at the bid opening. However, if a copy of a bid bond is
submitted, the bidder must submit to the Purchasing Division the identical criginal document within five (5) days
after the bid opening. If the original document is not received within the five (5) days, the bid will not be
considered. When a construction contract is awarded in excess of $25,000, the successful bidder will be required
to furnish a Performance Bond executed by a surety company authorized to do business in the State. The
performance bond shall be equal to one hundred percent (100%) of the price specified in the bid.

18. SUBCONTRACTING. Should bidder intend to subcontract all or any part of the work specified, name(s) and
address(es) of sub-contractor{s) must be provided in bid proposal (use additional sheet if necessary). The bidder
shall be responsible for subcontractor(s) full compiiance with the requirements of the bid specifications. THE
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COLUMBUS CONSOLIDATED GOVERNMENT WILL NOT BE RESPONSIBLE FOR PAYMENTS TO
SUBCONTRACTORS.

19. DISQUALIFICATION OF BIDDERS AND REJECTION OF BIDS. Bidders may be disqualified and rejection of

bid proposals may be recommended by the City for any (but not limited) to the following reasons:

{A) Receipt after the time limit for receiving bid proposals as stated in the bid invitation.

(B) Any irregularities contrary to the General Provisions or bid specifications.

{C) Unbalanced unit price or extensions.

{D) Unbalanced value of items.

(E) Failure to use the proper forms furnished by the Consolidated Government.

(F} Failure to complete the proposal properly

{G) Omission of warranty, product literature, samples, acknowledgment of addenda or other items required to be
included with bid proposal.

(H) Failure to properly sign forms in ink.

The City reserves the right to waive any minor informality or irregularity. The City reserves the right to
reject any and all bids.

20. BRAND NAMES “OR EQUAL”. Whenever in this invitation any particular material, process andfor equipment
are indicated or specified by patent, proprietary or brand name of manufacturer, such wording will be deemed to be
used for the purpose of facilitating description of the material, process and/for equipment desired by the City. itis
not meant to eliminate bidders or restrict competition in any bid process. Any manufacturers’ names, drawings,
trade names, brand names, specifications and/or catalog numbers used herein are for the purpose of description
and establishing general quality levels. Bidders may propose equivalent aquipment, services or manufacturer.
Any proposal that is equivalent to or surpasses stated specifications will be considered. Determination of
equivalency shall rest solely with the City. Please Note: Due to existing equipment, specific manufacturers
may be required to facilitate compatibility.

21. ASSIGNMENT OF CONTRACTUAL RIGHTS. Itis agreed that the successful bidder will not assign, transfer,
convey or otherwise dispose of the contract or its right, title or interest in or to the same, or any part therecf, without
previous consent of the City and any sureties.

22. DISCOUNTS. Terms of payments offered will be reflected in the space provided on the bid proposal form.
Cash discounts will be considered net in the bid evaluation process. All terms of payment (cash discounts) will be
taken and computed from the date of delivery of acceptable materfal or services, or the date of receipt of the
invoice, whichever is later.

23. TAXES. The City is exempt from State Retail Tax and Federal Excise Tax. Tax Exemption No. GA Code
Sec. 48-8-3. Federal ID No. 53-1097948.

24. FEDERAL, STATE AND LOCAL LAWS. All bidders will compiy with all Federal, State, and Local laws and
ordinances, relative to conducting business in Columbus, Georgia,

25. BID INCLUSIONS. When bid inclusions are required, such as warranty information, product
literature/specifications, references, etc. The inclusions should reference all aspects of the specific equipment or
service proposed by the bidder. Do not include general descriptive catalogs. References to literature or other
required inclusions submitted previously do not satisfy this provision. Bids found to be in non-compliance with
these requirements will be subject to rejection.

26. NON-COLLUSION. By signing and submitting this bid, bidder declares that its agents, officers or employees
have not directly or indirectly entered into any agreements, participated in any collusion or otherwise taken any
action in restraint of free competitive bidding in connection with this bid. In the event, said bidder is found guilty of
collusion, the company and agents will be removed from the City’s bid list for'one full year and any current orders
will be canceled.

27. [INDEMNITY. The successful bidder agrees, by entering into this contract, to defend, indemnify and held
City harmless from any and all causes of action or claims of damages arising out or under this contract.

28. DISADVANTAGED BUSINESS ENTERPRISE. Disadvantaged Business Enterprises {minority or women
owned businesses) will be afforded full opportunity to submit proposals in response to this invitation and will not be
discriminated against on the grounds of race, color, creed, sex, sexual orientation, gender identity or national origin
in consideration for an award. It is the policy of the City that disadvantaged business enterprises and minority
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business enterprises have an opportunity to participate at all levels of contracting in the performance of City
contracts to the extent practical and consistent with the efficient perfermance of the contract.

29. AFFIRMATIVE ACTION PROGRAM - NON-DISCRIMINATION CLAUSE. The City has an Affirmative Action
Program in connection with Equal Employment Opportunities. The successful bidder will comply with all Federal
and State requirements concerning fair employment and employment of the handicapped, and concerning the
treatment of all employees, and will not discriminate between or among them by reason of race, color, age, religion,
sex, sexual crientation, gender identity, national origin or physical handicap.

30. AWARDS TO LOCAL BUSINESSES. Except for construction contracts, awards will be made to responsive
and responsible local businesses proposing a cost hot more than two percent (2%) above the low bid or quote for
contracts involving an expenditure of $25,000.00 or less and made to responsive and responsible local businesses
proposing a cost not more than one percent (1%} above the low bid or quote for contracts involving an expenditure
greater than $25,000.00. (Ordinance No. 95-5). **STATE OR FEDERALLY FUNDED PROJECTS EXCLUDED**

31. RIGHT TO PROTEST. A protest with respect to an Invitation for bids or Request for Proposals shall be
submitted in writing no less than five (5) days prior to the opening of bids or the closing date of proposals to the
Purchasing Officer. If the matter is not resolved, then an appeal may be filed with the City Manager or City Council.

32. FAILURE TO QUOTE. Vendors cheosing not to submit a bid are requested to return a Statement of
“No Bid”.

33. PRODUCT/EQUIPMENT DEMONSTRATION - SITE VISIT. During the evaluaticn of bids, the City reserves
the right to request a demonstration or site visit of the product, equipment or service offered by a bidder. The
demonstration or site visit shall be at the expense of the bidder. Bidders who fail to provide demonstration or site
visit, as requested, will be considered non-responsive.

34. CANCELLATION PROVISIONS. When such acticn is in the best financial interest of the City, contracts for
supplies to be purchased or services to be rendered under an annual {term) contract basis may be canceled and re-
advertised at the discretion of the Purchasing Officer and in accordance with contract terms.

After the receipt of a product or piece of equipment, it is found that said item does not perform as specified and
required, payment for said product or equipment will be withheld. The successful vendor will be neotified of the
non-performance in writing. After notification, the successful vendor will have ten (10) calendar days, from the
date of notification, to deliver product or equipment that performs satisfactorily. If a satisfactory product is not
delivered within 10 calendar days, from the notification date, the City will cancel the coniract (purchase order)
and award to the next low, responsive, responsible bidder. The vendor will be responsible for the pick-up or
shipment of the unsatisfactory equipment or product.

35. QUESTIONS. Questions concerning specifications must be submitted, in writing, at least 5 (five} working
days (Monday-Friday) prior to receipt date. Questions received less than five working days prior to receipt date will
not be considered.

36. SAMPLES. When samples are required to be included with the proposal response, the bidder will be

responsible for the following:
1) Unless otherwise specified, bidders are required to submit exact samples of item(s) bid. Do not submit

sample of “like” item(s).

2) Affix an identification label to each mdnnclual sample to include bidder’s name, bid name and number.
3) Make arrangements for the return of sample after the bid award. All shipping costs will be the responsibility of
the bidder. If bidder does not make arrangements for return of sample, within 60 days after award, the sample will
be discarded.

37. GOVERNING LAW: The parties agree that this Agreement shall be governed by the laws of Georgia, both as
to interpretations and performance.

38. PAYMENT DEDUCTIONS. The City reserves the right to deduct, from payments to awarded vendor(s),
any amount owed to the City for various fees, to include, but not limited to; False Alarm fees, Ambulance fees,
Occupation License Fees, Landfill fees, etc,

39. PAYMENT TERMS. The City's standard payment term is usually net 30 days, after successful receipt of
goods or services. Payment may take longer if invoice is not properly documented or not easily identifiable,
goods/services are not acceptable, or invoice is in dispute.
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NOTICE TO VENDORS

Columbus Council, by Ordinance 92-60 has prohibited any business that is owned by any member of Columbus Council or
the Mayor, or any business in which any member of Columbus Council or the Mayor has a substantial pecuniary interest from
submitting a bid for goods or services to the Consolidated Government of Columbus, Georgia.

Likewise, by Ordinance 92-61, no business which is owned by any member of any board, authority or commission, subordinate or
independent entity, or any business in which any member of any board, authority or commission, subordinate or independent
entity has substantial pecuniary interest may submit a bid to the Consolidated Government if such bid pertains to the board,
authority or commission.
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DO YOU HAVE QUESTIONS, CONCERNS OR NEED
CLARIFICATION ABOUT THIS SOLICITATION?

COMMUNICATION CONCERNING ANY SOLICITATION CURRENTLY
ADVERTISED MUST TAKE PLACE IN WRITTEN FORM AND ADDRESSED
TO THE PURCHASING DIVISION.

ALL QUESTIONS OR CLARIFICATIONS CONCERNING THIS
SOLICITATION SHALL BE SUBMITTED IN WRITING. THE CITY WILL NOT
ORALLY OR TELEPHONICALLY ADDRESS ANY QUESTION OR
CLARIFICATION REGARDING BID/PROPOSAL SPECIFICATIONS. [F A
VENDOR VISITS OR CALLS THE PURCHASING DIVISION WITH SUCH
QUESTIONS, HE OR SHE WILL BE INSTRUCTED TO SUBMIT THE
QUESTIONS IN WRITING.

ALL CONTACT CONCERNING THIS SOLICITATION SHALL BE MADE
THROUGH THE PURCHASING DIVISION. BIDDERS SHALL NOT
CONTACT CITY EMPLOYEES, DEPARTMENT HEADS, USING AGENCIES,
EVALUATION COMMITTEE MEMBERS OR ELECTED OFFICIALS WITH
QUESTIONS OR ANY OTHER CONCERNS ABOUT THE SOLICITATION.
QUESTIONS, CLARIFICATIONS, OR CONCERNS SHALL BE SUBMITTED
TO THE PURCHASING DIVISION IN WRITING. IF [T IS NECESSARY THAT
A TECHNICAL QUESTION NEEDS ADDRESSING, THE PURCHASING
DIVISION WILL FORWARD SUCH TO THE USING AGENCY, WHO WILL
SUBMIT A WRITTEN RESPONSE.

THE PURCHASING DIVISION WILL FORWARD WRITTEN RESPONSES TO
THE RESPECTIVE BIDDER OR IF IT BECOMES NECESSARY TO REVISE
ANY PART OF THIS SOLICITATION, A WRITTEN ADDENDUM WILL BE
ISSUED TO ALL BIDDERS.

THE CITY IS NOT BOUND BY ANY ORAL REPRESENTATIONS,
CLARIFICATIONS, OR CHANGES MADE TO THE WRITTEN
SPECIFICATIONS BY CITY EMPLOYEES, UNLESS SUCH CLARIFICATION
OR CHANGE IS PROVIDED TO THE BIDDERS [N A WRITTEN ADDENDUM
FROM THE PURCHASING MANAGER.

BIDDERS ARE INSTRUCTED TO USE THE ENCLOSED
“QUESTION/CLARIFICATION FAX FORM” TO FAX OR EMAIL QUESTION.

ANY REQUEST, AFTER A SOLICITATION HAS CLOSED AND PENDING
AWARD, MUST ALSO BE SUBMITTED IN WRITING TO THE PURCHASING
DIVISION.
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QUESTION/CLARIFICATION FORM

DATE:

TO:  Heather Scheuttig, Buyer
Email ; hscheuttig@columbusga.org
Fax: (706)225-3033

RE:  Office Supplies (Annual Contract); RFB No. 18-0009

Questions/clarification requests must be submitted at least (5) business days before the due date:

From:
Company Name Website
Representative Email Address
Complete Address City State  Zip
Telephone Number Fax Number
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GENERAL SPECIFICATIONS
OFFICE SUPPLIES
(ANNUAL CONTRACT)

RFB No. 18-0009

I SCOPE OF WORK
A. These specifications describe minimum requirements for basic/general high
usage (core) office supplies to be purchased on an “as needed” basis by various
departments of Columbus Consolidated Government (the City). The successful
vendor shall provide, and deliver the office supplies presented herein.

B. The following items are NOT INCLUDED in this contract:

a. All furniture, i.e. desks, chairs, bookcases, credenzas, work stations
b. All copiers/Printers
C. Computer equipment, including: hardware and software

C. Please Note: liis the intent to award this contract to one Contractor.
However, the contractor must understand, and agree, that City Departments
may purchase from other cooperative contracts, and other sources, should it
be deemed in the best interest of said Department.

D. Contractor will provide a percentage discount for all other catalog items that
are not included on the contract core list. Discounts shall be offered on
entire product offering, including wholesale catalog.

E. To avoid conflict of interest a single bid shall be submitted per entity. An entity
that is either affiliated, owned, has an interest, or can be influenced by another
entity may not submit multiple bids. Any entity discovered to have submitted
multiple bids will be deemed non-responsive and shall not receive further
consideration in this RFB process.

The City reserves the right to waive any informality in any proposal, and to reject any or all
bids. The City also reserves the right not to enter into any contract as a result of this
invitation for bid.

Il BACKGROUND

Columbus Consolidated Government has approximately twenty-eight hundred (2,800)
employees within various departments. Each department has a designated person
responsible for placement of office supply orders in their area. The annual purchase
volume for the City averages approximately $395,000.00. Staples is the City's current
contractor for office supplies. Orders are placed on-line via StaplesAdvantage and
delivered to the designated offices. Vendors shall have the ability to accept orders in a
similar manner.

1l TERM OF CONTRACT
A. The term of the contract shall be for two (2) years, with the option to renew for three
(3) additional twelve-month periods.

Notice of intent to renew will be given to the contractor in writing by the City
Purchasing Division Director, normally sixty days before the expiration date of the
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current contract. This notice shall not be deemed to commit the City to a contract
renewal.

It should be noted that multi-year contracts may be continued each fiscal year only
after funding appropriations and programs approval have been granted by the
Council of the Consolidated Government of Columbus, GA. In the event the
necessary funding is not approved, the affected multi-year contract becomes null and
void, effective July 15t of the fiscal year for which such approval has been denied.

B. Termination for Convenience
For the protection of both parties, either party giving 30 days’ prior notice in writing to
the other party may cancel this contract.

V. ESCALATION CLAUSE
Contract pricing shall remain fixed for the initial two (2) year(s) term of the contract. After
the initial term, Contractor may request a price escalation by submitting a fully
documented request for a review of the pricing. Such escalation shall not exceed a 5%
increase. Price escalation requests must be submitted by January 30" so as to allow
Departments to factor the increases into their budgets for the next fiscal year, which will
begin July 1.

The Using agency(cies) and Purchasing Manager will review the request and shall

approve or disapprove the increases based on budget constraints and other price

comparisons. [f approved, the price increase shall not commence until the next
- fiscal year, which will beqgin July 1.

If for any reason the contractor has a price increase that exceeds five percent (5%}, the
price increase will be evaluated on a case-by-case basis. The City and the Contractor will
have the option to discuss and make adjustments to the requested increase. If either
party declines approval of the adjustments, the contract will be considered cancelled on
the scheduled expiration date of the contract.

V. BRAND NAMES

[t is not the intent of Columbus Consolidated Government (City) to restrict competition in
any purchasing process. Any manufacturers’ names, drawings, trade names, brand
names, information and/or catalog numbers used herein are for purpose of description
and establishing general quality levels. Such references are not intended to be
restrictive; any equivalent products of any manufacturer may be offered. Any bid that is
equivalent to or surpasses these specifications will be considered; determination of
equivalency shall rest solely with the City.

VI. QUESTIONS/ADDENDA

Questions and requests for clarification must be submitted within five (5) business days
of the due date (see pages 9 & 10). Changes to the specifications (if any) will be
provided in the form of an addendum, which will be posted on the web page of the
Finance Department/Purchasing Division of Columbus Consclidated Government at
http://www.columbusga.orgffinance/Excel_Docs/Bid_Opportunities.htm. It is the
vendors’ responsibility to periodically visit the web page for addenda before the
due date and prior to submitting a quote.

ViIl. VENDOR REQUIREMENTS
The successful vendor will be required to adhere to the following:
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1. The awarded contractor shall provide a contract administrator who will be
the primary contact for the City for any ordering or contractual issues.

2. Vendor shall have the ability to receive On-line orders, daily and/or weekly,
on an "as needed” basis from various departments.

3. Bidders shall submit with their bid proposal, detailed description of
capabilities to provide on-line ordering via the Internet. The City requires
the following capabilities for Internet ordering:

a. The City will require a secure office supply order system interface
designed for muitiple users.

b. The City prefers to implement an order supply system that does not
require consolidation of all daily orders, but rather one that allows
each department to submit orders directly to the vendor.

¢. The contractor shall provide a technician or customer service
representative who will set up the order system and trouble shoot
any system issues as promptly as possible. In the event Contractor
or City network goes down, the vendor shall outline an alternative
plan to place orders.

d. If necessary, Contractor will be required to provide training to all
end-users on placement of orders on-line.

e. The on-line system shall list the contract pricing for all high-usage
- items listed in this bid specification, as well as packaging
specifications, when the order is placed. Additionally, the on-line
system shall list the percentage discount or the discounted pricing

for non-high-usage items when the order is placed.

f. The on-line ordering process shall have a mechanism for the user
to enter their City Budget line-item for the purchase. This
information must appear on the invoice that will be issued to the

City.

. g. Total price, including discounts, should be clearly visible before
checkout. Invoices must clearly state pricing before and after
discounts applied.

4. Bidder shall include an outline detailing the transition process for the City
to change from current ordering system to the new system, if awarded
vendor is not current contract holder.

5. Contractor shall have the ability to deliver all core contract supplies next
business day, desk-top delivery, to all requesting departments.

8. Vendor must package each department order as an individual order.

7. Deliveries will be made to various locations of the Consolidated
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Government (see attached Appendix No. 1 for delivery locations).

8. A packing slip orinvoice copy listing items ordered shall accompany each
order to be signed by City employee receiving the order.

9. Vendor shall provide separate invoices for each department, by account
number to the Accounting Division. A summary invoice for all
departments, excluding the Law Library, shall be sent twice per month to
the Accounting Division. The summary invoice shall include department
name, location and charge account number used for each purchase.

10. The City will be billed monthly for all orders no later than the 5" day of the
following month to: ,

Columbus Consolidated Government
Accounting Division

P.O. Box 1340

Columbus, GA 31902-1340

11. Vendor shall provide the Purchasing Division with a quarterly usage report
of all departmental orders.

12. Bidders may offer rebate incentives based on actual sales volume. The
City will not accept any “pre-bate”, or up front, incentives.

13. Payment will be processed within thirty (30} days.

14. Vendor is required to periodically visit the Purchasing Division and
Accounting Division to discuss any problems or concerns that may arise.

15. Vendor will be required to provide catalogs to all depariments.

16. Returns should be easy and straight-forward. Vendors shall submit, with
their bid proposal, a detailed description of the return procedures.

17. Vendors shall not stipulate any minimum order requirements.

VIl. PRICES
Prices shall be quoted on the “unit’ designhated on the bid form, and indicate quantity per
unit, when applicable. No other units will be accepted. Prices shall include all charges
for packaging and delivery.

Units of measurement indicated on the bid form are as follows:

Unit Abbreviation
Box BX

Ounce Oz

Package PK

Each EA

Roll RL

Dozen DZ

Carton CTN
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IX. QUANTITIES
The quantity of items specified herein are based upon the best information obtainable and
represent the estimated usage for a one-year period. THE CITY MAY PURCHASE
SOME, ANY, ALL OR NONE OF THE ITEMS CONTAINED ON THE BID FORM.

X. EMERGENCY PURCHASES
The City reserves the right to make emergency purchases from other sources, should the
Contractor be unable to furnish the required item/service within the required time frame.

XL INDEMNIFICATION

The Contractor covenants to save, defend, hold harmless, and indemnify the City, and all
of its officers, departments, agencies, agents, and employees (collectively the "City") from
and against any and all claims, losses, damages, injuries, fines, penalties, costs
(including court costs and attorney’s fees}, charges, liability, or exposure, however
caused, resulting from, arising out of, or in any way connected with the Contractor's
intentional, negligent, or grossly negligent acts or omissions in performance or
nonperformance of its work called for by the Contract Documents.

Xll. INSURANCE
The contractor shall be required, at their own expense, to furnish to the City of Columbus
Purchasing Division, evidence showing the insurance coverage to be in force throughout
the term of the contract. Insurance requirements are listed on the attached Insurance
Checklist (Form A). The limits shown are minimum limits. Vendor shall indicate
the actual limit they will provide for each insurance requirement. The bidder shall
complete the Insurance Checklist and include with bid response. Certificate of
Insurance is acceptable. The Insurance Checklist will indicate to the City, the bidder's
ability and agreement to provide the required insurance, in the event of contract award.

The successful candidate shall provide the required Certificates of Insurance within 10
business days after award notification. The Certificates of Insurance will be included
with the contract documents prior to signing.

Xlil. BID SUBMISSION REQUIREMENTS

Each. bldder shall lnclude the. foltowmg mformation with: bld submlssmn B[dder shall submlt THE
ORIGINAL AND 1 _IDENTICAL COP(IES), = The City reserves the - nght to: requést any ‘omitted:
lnformatlon, WHICH:DOES NOT AFFECT THE SUBMITTED BID PRICE. Bidders shall be notified; in .
writing, and shall have two (2) days, after notification to submit the omltted lnformatlon Ifthe om[tted

:Submlssmn will be deemed "lncomplete”

T'A._ B|d Form Prlclng Page(s) (Form C) : o
Gl Insurance (Refer to’ page 15, section XI regardmg Form A) e e £ ; ;z;:;
D. Internet Ordering Procedures: Provnde detailed description of electronlc rderlng via Internet )
-+ “and ‘entities for whom service is prowded Provide screen-shot or link to ordenng system _' ,
‘E. Return Procedures Prowde a detalled descrlptlon of bldder S return pollcy, to lnclude a sample B
~  ofthe “Returd Form" ' _
'F. Rebate Incentlves (If Appllcable) Vendor may propose a rebate mcentlve program based on

E};:;actual sales volume, : The City will not: accept any “pre-bate”, ‘or up- -front rebate,.incentives - _
G: Transition Outline: Vendor shall.include detailed outline of procedures that Wl|| be lmplemented N
:‘- '_to transition the Clty from the current vendor ordermg system to the hew vendor orderlng system
- Outline shall mclude proposed tlmellne and any tralnlng requ1rements ' o
H ‘Sample Inv0|ce L
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Contract Signature Page: Complete Form D '

J. Addenda: Vendors must include acknowledgment of receipt of addenda (|f any) in their sealed
bid. Provide an initialed copy of each addendum or mltlal the appropriate area on bld form
(pricing page). Addenda will be posted at

http://iwww,.columbusga.org/finance/Excel Docs/Bid Opportunltles htm. Vendors are
responsible for periodically visiting the web page, to check for addenda prror to the brd
due date and before submitting a bid. : O

THE FOLLOWING ITEMS WILL BE REQUIRED OF THE AWARDED VENDOR(S) PRIOR T0
CONTRACT SIGNING OR ISSUANCE OF PURCHASE ORDER. AFTER NOTIFICATION, THE
AWARDED VENDOR(S) WILL HAVE FIVE (5) BUSINESS DAYS TO PROVIDE THE INFORMATION_
BELOW, OR THE NEXT RESPONSIVE RESPONSIBLE BIDDER WILL BE RECOMMENDED FOR
AWARD.

: 1) Business Llcense Vendors Iocated in Muscogee County shall submlt a current__py of thelr Clty'
- of Columbus Business License {Occupation License). If the business is not located in’ Muscogee

. County and has proof of being properly licensed by a municipality in Georgla and pald applicable
occupation taxes in that city, the vendor WI|| not be required fo pay occupatlon taxesin Columbus g
Georgia. Lo ; ;

‘If the busmess Iocatlon |s notin Georgla vendor must provrde a current copy of thelr active g“ﬁ: .
Articles of Incorporat[on from the State and!or a current busmess license from the’ CltyIState in;
wh[ch bualness is Iocated AN : w : B

If you have questlons regardlng th|s reqwrement please contact Yvonne Ivey, Qccupatlon Tax
- Supervnsor 706—225 3091 it : : o

2) W9 Request for Taxpayer Identlflcatlon Number and Certlflcatlon (Form B)

Bids must be delivered sealed in an envelope or package. The envelope or package
should reference the bidder's name, full address and the bid number and/or bid name.
Mail or hand-deliver bid to:

Columbus Consolidated Government
Purchasing Division
RE: RFB No. 18-0009- Office Supplies (Annual Contract)

(Mail) P.O. Box 1340 (Deliver) 5" Floor — Finance Department
Columbus, GA 31902-1340 100 10" Street
Columbus, Georgia 31901

BIDS MUST REACH THE OFFICE OF THE PURCHASING DIVISION NO LATER THAN 2:30
PM ON BID OPENING DATE. BIDS RECEIVED AFTER 2:30 PM WILL NOT BE ACCEPTED
UNDER ANY CIRCUMSTANCES.

XIV. AWARD/ORDERING/DELIVERY/INVOICE
A. Award: This contract will be awarded to the lowest responsive, responsible
bidder(s). The City will be the judge of the factors and will make the award
accordingly. Should the successful bidder not be able to supply the required
services, the City reserves the right to procure from other sources.
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B. Ordering: The items will be procured on an "as needed” basis.

C. Delivery: All shipping, delivery, and/or freight charges must be included in the
Unit Price. Columbus Consolidated Government will pay no additional shipping,
delivery, and/or freight charges. Deliveries shall be made to the applicable
address,

D. Invoices: After receipt of goods/services and upon satisfactory delivery, the
successful vendor shall forward invoice(s) to the following address:

Columbus Consolidated Government
Accounting Division

P. O. Box 1340

Columbus, Georgia 31902-1340

The invoice(s) shall reference the bid number (RFB No. 18-0009)

XV. TERMINATION OF CONTRACT

A. Default: If the contractor refuses or fails to perform any of the provision of this contract
with such diligence as will ensure its completion within the time specified in this contract, or
any extension thereof, otherwise fails to timely satisfy the contract provisions, or commits
any other substantial breach of this contract, the Purchasing Division Director may notify
the contractor in writing of the delay or non-performance and if not cured within ten (10)
days or any longer time specified in writing by the Purchasing Division Director, such
director may terminate the contractor's right to proceed with the contract or such part of the
contract as to which there has been delay or a failure to properly perform.

In the event of termination in whole or in part the Purchasing Division Director may procure
similar supplies or services, from other sources, in a manner and upon terms deeded
appropriate by the Purchasing Division Director. The contractor shall continue
performance of the contract {o the extent it is not terminated and shall be liable for excess
costs incurred in procuring similar goods or services.

B. Compensation: Payment for completed services delivered and accepted by the City
shall be at the contract price. The City may withhold from amounts due the contractor such
sums as the Purchasing Division Director deem necessary to protect the City against [oss
because of outstanding liens or claims of former lien holders and to reimburse the City for
the excess costs incurred in procuring similar goods and services.

C. Excuses for Nonperformance or Delayed Performances: Except with respect to
defaults of subcontractors, the contractor shall not be in default by reason of any failure in
performance of this contract in accordance with its terms, if the contractor has notified the
Purchasing Division Director within 15 days after the cause of the delay and the failure
arises out of causes such as: acts of God; acts of public enemy; acts of the City and any
other governmental entity in its sovereign or contractual capacity; fires; floods, epidemics;
quarantine restrictions; strikes or other labor disputes; freight embargoes; or unusually
severe weather. If the failure to perform is caused by the failure of a subcontractor to
perform or to make progress, and if such failure arises out of causes similar to those set
forth above, the contractor shall not be deeded in default, unless the supplies or services
to be furnished by the subcontractor were reasonably obtainable from other sources in
sufficient time to permit the vendor to meet the contract requirements.

Upon request of the vendor, the Purchasing Division Director shall ascertain the facts
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and extent of such failure, and, if such director determines that any failure to perform
was occasioned by any one or more of the excusable causes, and that, but for the
excusable cause, the contractor's progress and performance would have met the terms
of the contact, the delivery schedule shall be revised accordingly.
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FORM A

SOLICITATION ID: RFB NO. 18-0009
OFFICE SUPPLIES (ANNUAL CONTRACT)
~ INSURANCE CHECKLIST |

CERTIFICATE OF INSURANCE MUST SHOW ALL
COVERAGE AND ENDORSEMENTS INDICATED BY "X"

CSL = Combined Single Limit; BI = Bodily Injury; PD=Property Damage

Required Coverage(s) Limits Bidders
(Figures denote minimums) Limits/Response
X | 1. Worker’s Compensation and STATUTORY
Employer’s Liability REQUIREMENTS
Comprehensive General Liability:
X | 2. General Liability | $1 Million CSL BUPD cach
Premises/Operations occurrence, $1 Million annual
aggregate
X | 3. Independent Contractors and Sub | $1 Million CSL BI/PD each
- Contractors occurrence, $1 Million annual
aggregate
4. Products Liability $1 Million CSL BI/PD each
occurrence, $1 Million annual
aggregate
5. Completed Operations $1 Million CSL. BI/PD each
occurrence, $1 Million annual
aggregate
X | 6. Contractual Liablhty (Must be $ 1 Million CSL BI/PD each
shown on Certificate) occurrence, $1 Million annual
aggregate

- Automobile Liability:

7. Owned/Hired/Non-Owned $1 Milio BI/PD each ccient,

Vehicles/ Employer non ownership | Uninsured Motorist

Other:

8. Miscellaneous Errors and $1 Million per occurrence/claim

Omissions

9. Umbrella/Excess Liability $1 Million Bodily Injury,
Property Damage and Personal
Injury

10. Personal and Advertising Injury | $1 Million each offense, $1

Liability Million annual aggregate

11. Professional Liability $1 Million per occurrence/claim
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Required Coverage(s)

Limits
(Figures denote minimums)

Bidders
Limits/Response

12. Architects and Engineers

$1 Million per occurrence/claim

13. Asbestos Removal Liability

$2 Million per occurrence/claim

14. Medical Malpractice

$1 Million per occurrence/claim

15. Medical Professional Liability

$1 Million per occurrence/claim

16. Dishonesty Bond

17. Builder’s Risk

Provide Coverage in the full
amount of contract

18. XCU (Explosive, Collapse,
Underground) Coverage

19. USL&H (Long Shore Harbor
Worker’s Compensation Act)

20, Contractor Pollution Liability

$2 Million per occurrence/claim

21. Environmental Impairment
Liability

$2 Million per occurrence/claim

22. Carrier Rating shall be Best’s Rating of A-VII or its equivalents

23. Notice of Cancellation, non-renewal or material change in coverage
shall be provided to City at least 30 days prior to action.

24. The City shall be named Additional Insured on all policies

P | |

25. Certificate of Insurance shall show Bid Number and Bid Title

26. Pollution:

| $2 Million per occurrence/claim

*If offeror’s employees will be using their privately-owned vehicles while working on this contract and are
privately insured, please state that fact in the Bidders Limits/Response column of the insurance checklist.

BIDDER’S STATEMENT:

If awarded the contract, I will comply with contract insurance requirements and provide the required

Certificate(s).
BIDDER NAME:

AUTH. SIGNATURE:

***COMPLETE THIS PAGE AND RETURN WITH BID***
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FORM B

REB No.

Form w-g

(Rav. December 2014)

Dapartmaent of the Treasury
Imternal Revenue Service

Request for Taxpayer
ldentification Number and Certification

Give Form to the
requester. Do not
send to the IRS.

1 Nema (g3 ahown on your ncome tax returm). Name s required on this line; do not feave Lhis iine blankc.
« 2 Business name/dlsregarded entity name, If different from ebove
-]
E 3 Check approprigls box for fademl lax classification; chack only one of the following seven boxes: 4 Exemplions {codﬂs apply only bo
5 centain erifiies, not indivddais; see
[] inoviduat/scte propristor or [ ccorporation [ ] 8 Corporatton [ | Partnership ] Trustestate | jnsfrucilons on page 3
y g Eingle-momber LLC . Evartph pmfad s gf i)
2 -E [] Limited Nabiity company. Enter the tax classification (C=G corporation, S=8 corpomtion, P—parinership) »
58 Note. For a single-mambar Li C that Is uwegarﬂed do ot theek LLG; check the eppropriate box In the line above for | EXemption from FATCA reparting
o E the tax classificalten of Ihe single-member owne code (if any)
E : |:| Qther (s Instructions) » Appis b accounts st cuttita tho (L5.)
!E & Address (number, street, and apt. or sulte no.) Raquaster’s pame and address (oplional)
2
§ @ Clty, stale, end 2P code
7 Liei account number(s) here (optional)
IGEXIN  Taxpayer Identification Number (TIN)

Enter your TIN in 1he appropriate box. The TiN pravided must rnatch the neme given on fine 1 ta avoid
backup withhalding. For individuals, this s generally your sochal security number (SSM). Howevaer, for a
rasident allen, sole proprietor, or disregarded entity, see the Part | Instructions on page 3. For othar - -
entitles, It is your employer identification number (EIN). if you do nnt have a nurbaer, sea How to gat a

TIN on page 3.

Note. If the account is In mere than one namae, see the insiructions lor line 1 and tha ehart on page 4 for

guidelines on whose number 1o enter.

| Soclal sacurily number

or
[ Emptoyer identincation number

Pari il Certification

Under penalties of perjury, ! certily that:

1. The numbar shewn on this form is my correct iaxpayer identification nurnber {or | am waiting for a number fo be issued to me); and

2. | am not subject ta backup withholding bacause: {a) | am exempt frotn backup withholding, or (b} f have not been notified by the Internal Revenue
Service §RS) that | am subject te backup withholding as a result of a fallure t6 repart all Interest or dividends, or (¢} the IRS has notifled me that 1 am

no Ionger subject to backup withholding; and
3. | am a U.5. citizen ar other LS. person {defined below); and

4, The FATCA code(s) entered on this form (f any) Indicating that | am exempt from FATCA reporiing Is comect.
Cartification instriuctions. You must cross out item 2 above if you have beer notified by tha IRS that you are cerrentiy subject to backup withholding
bacause you hiave failed to repart all interest and dividends on your tax return. For reat estate transactions, ltem 2 does not apply. For morigage

interest paid, acquisition or abandonment of secured properly, cancellation of debt, contributions to an individual retirement arrangement {IRA}), and
generally, payments other than interest and dividends, you are not required to sign the cartification, but you must provide your correct TIN. Sae the

inelruciions on pags 3.
Slgn Slgnature of
Here U.8. person & Date b

Generatl Instructions

Section refarences are to this Intemal Revenue Code unless oltherwise noted.

Future developments. Information about developmenis atfecting Form W-9 {aush
as leglslation enactad after we relsasa It} Is at www.irs.gov/fwg.

Purpose of Form

An Individual or enttty {(Forrn W-9 requester) wito s required o file an information
relum with the IRS must oblan correct taxpayer Identificalicn numbar {TIN)
which rray bs your sadlal security number (SSN), Individual taxpayar [dentification
number (TIN), adopifon taxpayer kienitfication number (ATIN), or employer
Identlifcation number (EIN), to report on an Informelion retum the amount pald 1o
yeu, or other emount reportable on an Infermatton retum. Examples of Iformation
relums Include, but are not imited to, the foltowing:

» Forrn 1099-iNT {nterast earmed or pald)

» Form 1898-DIV (dividends, ncluding those from stocks or mukual funds)

« Form 1909-MISC (vanous typss of income, prizes, awards, or gross pracoeds)

« Form 16809-B (staok of mutual tund salos and certain other transactions by
hrokers)

» Form 1028-S (proceeds from real astate ransactions}

= Form 1089-K {merchant card and hind party natwork transacifens)

« Form 1088 (home morigage Interest), 1088-E (student ican Interest), 1098-T
{fultion)
= Form 1089-C (canceled debt)
» fForm 1099-A (acquisition or abandonment of sacurad property)

Use Form W-9 only i you are a U.8. person {iIncluding a restdent allen}, lo
provide your correck TI.

it you do not returmn Fom W-9 to the roquesior with a TiN, you might be subfoct
fo backup withhofding. See What is backup withholding? on page 2.

By skgning tha fled-out form, you:

1. Certify that the TIN you are giving I3 cofrect (or you are wahing for 2 number
1o be la3ued),

2, Certify that you are not sublact io backup withholding, o

3. Clalm exemption from backup withholding If you are a U.S. exempt payea. If
applicable, you are also cerlifying that as a L.S. person, your allocable share of
any partrership income irom a ULS. trade or buginess Is not subject lo the
withholding tax on fereign partners' share of sifechively connacted income, and

4, Cerilfy Bal FATCA, code(s) entared on this torm (if eny) Indicating ihat you are
exempt from the FATCA reporting, Is correct. See What is FATCA reporting? on
page 2 for further Information.

Cat. No. 10231X%

18-0009
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Form W-8 {Rey. 12-2014)

Paga 2

Note. If you are a U.S. parsonand a k
W-2 to request your TIN, you must use
simllar to this Form W-9.

Definition of a U.S. person. For federal tax purposes, you are consldered a .8,
Person If you are:

s An individug! who |e a U.S, cltizen or L.5. resident alien;

= A parinership, corporalion, company, of agsociglion created or organized in the
Uniled Staies or under the Taws of the United ;

» An aslata (olher than a forelgn estale); or
» A domestic tnist (as delined in Regutations secilon 301.7701-7).

Special ruies Tor partnerships. Parinerships that conduct a rade or business in
lhe United Stales are generally required to pay a withholding lax under seclion
1446 ot any Torelgn partners’ shama of sffeclively connectad taxable Incoms from
asuch business. Further, in certaln cases where a Form W-8 hes nat baen received,
the nules under section 1446 require a partnership to presume Lhal a parinet iz a
forelgn peraan, and pay the section 1448 wilhhoiding lax. Thersfore, If you are a
U.S. person that Is a partner In & parinership condueling a rade or business i the
United States, provide Form W-9 to the partnership 1o establish your U.S. slalus
and avold section 14468 withholdirg on your share of parteership Income.

In the cases balow, the following parson must give Form W-9 to ie partnerahip
for porposes of establishing {ts U,S. status and avoiding withhoiding on Its
altacable share of nst incoma from tha partnership conducting a trade or buslness
in the United States:

« In the case of a disregarded entity with a U.S. owner, tha U.5. owner of lhe
disregarded entity and not the smiRy;

» In the case of a granfor trust wiih a L.5. grantor or other U.S. owner, generally,
the U.S. grantor or ather LS, owner ol the grantor trvst and not the trust; and

+ In iha casa of a U.S. trust {oiher than a grantor trust), the U.S, trust (cther than a
grantor trust) and nat the beneflclarles af the trusk,

Forelgn parson. If you are a forelgn person or 1he LLS. branch of & Foreign bank
that has clectod 1o be trealed as a U.S. persen, do not use Form W-9. Instead, use
the appropriate Form W-8 or Form 8234 (see Publication 515, Wiihholding of Tax
on Nonresident Aliens and Forelgn Enlliies),

Nonresident allen who hecomes a reskiant allen. Generally, only a nonresident
alten Individual may use tha terms of a tax trealy fo reduce or efiminate U.S. tax on
cartain types of Income. Hawever, most lax Ireaties contain a provision knowi as
a “saving clause.” Excepllons specilled In the saving clausa may permil an
exampHon from tax to conbinue for cartaln types of income even after Lhe payea
has o tso become a U.5. resident allen for tax purposes.

i you are a U.S. resident allen wiw I8 relying on an axception contained in the
saving clausa of a tex trealy lo ciaim an exempifon from U.S. tax on cerain kypes
of ln?ome, you must altach a stalement to Fonm W-8 that Speciffes the foltowing
live ems: -

1. The treaty country. Ganeraly, this must be the same trealy undar which you
claimed exempticn from 1ax as a nonresldent alen.

2. The reaty article addressing the Income,

3. The arfizle number (or location) in the kax freaty that contains the saving
clauss and {ts excepiions.

4. Tha type and amount of Incoma that qualifies for ihe exemption from tax.

5. Sufficlent facts 1o fustily the exemption from tax under the lerms of the treaty
article.

Example. Atticia 20 of Ihe U.S.-China Income tax treaty allows an examption
from tax for scholarship Income recelved by & Ghinase student lemporartly present
In the United Slates. Under U.S. law, 1his sludent wit become a resident allen for
tax purposas if his or her stay In lhe United States exceads & calendar years,
Howaver, paragragh 2 of tite firsk Protocod to the U.S.-China treaty (dated Apil 30,
1884) allows the provislons of Article 20 to contiius o Apply oven after the
Chinese studeri becomnes a resident allen of tha Untled Stales. A Chinese sludent
‘who qualtites for this exception (unider pardgraph 2 of the first protocol) and Is
relying on tnis exceplion lo claim an exempilon from tax on hia or her scholarship
or fellowship income would attach to Form W-9 a statement that includes the
(mformation deserbed above b support that exemption. :

It you a7e a nonresident alien or & forelgn entity, glve tha requester the
sppioprale complated Form W-8 or Form 8233,

Backup Withholding

What Is backup withholding¥ Porsons making ceriain payments 1o you musl
undar certaln condllons withhold and pay to the IRS 28% of such payments. This
Is called "backup withholding.” Payments that may ba subject to backup
withhoidlng inciuds Interest, tax-exampl interest, dividends, broker and barter
exchange transactions, rents, royaities, nonempioyes pay, payments mada in
sattiement of payment card and third pariy nelwork ransactions, and corgin
payments from fishing boal operalors. Real eslate iransactions are not subjsct to
backup withhalding.

You will niot be subject fo backup withholding on payments you racalva If you
giva the requssier your comect TIN, make the proper certifications, and report all
your taxable interest and dividends on your 1ax retum.

Payments you receive will be subject te backup withholding If:
1. You do not furnish your TIN to the requester,

2, You do nat cariffy your TIN when raqured {sea the Part Il Instruciions on prge
3 or daotails),

uaster gives you a form other than Form
requester’s form I it Is substantially

3. Tha IRS fells tho requestor that you fumished an ncorect TN,

4. The RS tells you that you are subject to backup wilhhatding because youl tki
ot report a4 your Interest and dividends on your tax return (for reporiable interest
and dividands only), or

&. You do not cerllfy to the requasgter thal you are not subjeel to backugp
withiholding undsr 4 above [for reportable Interast and dividend accounts opened
after 1983 ondy),

Certaln payess and payments are sxempt from backup withholding. See Exemnpt
payea code on page 3 and ihe separate Instructiona for the Requaster of Form
W-0 for more Information,

Also 8o Spacial mufes for parinerships above,

What is FATCA reporting?

The Forelgn Accaunl Tax Gompllanca Acl {FATGA) requires a participaling loreign
financlal insiltutton io report all United States account holders that aro specified
United Slates persons. Certain payees are axempt from FATCA raporting. See
Exemplion from FATGA reporfing code on page 3 and the instructions for the
Requester of Form W- far more [nformation.

Updating Your Information

You must provida updated Information to any peraon to whom you claimed fo be
an axsmpl payes I you ara no longer an exaempt payes and anliclpate raceiving
raportabla paymants in the fulure from this person. For example, you may need to
provida updated information i you are a G corporatlon that alecls fo be an &
corperation, or i you no longer are tax exempt. In addilton, you must fumnish 4 new
Forrn W-9 H tha name or TIN changes for the account; for example, If the grantor
of a granfor trust dies.

Penalties

Fafure to fernmish TIN. I you fa ko fumish your correct TIN ta a requester, you are
subject 1o a penalily of $50 for each such fallure unless your fallure Is due to
reasonabla cause and not lo willfuf neglect.

Clvit penally for false miormation with respect ta withholding, K you maka a
false statement wih no reasonable busls that resulis In na backup withholding,
you are subjact 1o a $500 penalty.

Criminal panakty for falsifylng information. Whifully falsifying cerlllications or
affirmations may subjecl you to criminal penalties Inciuding finas and/or
Imprisonment.

Misuse of TINS. If the requester discloses or uses TINs In violation of federal law,
the requesier may be subject Lo clivll and criminat penalties.

Specific Instructions

Lined

‘You must enter one of the following on this line; do nok leave this line Blank. The
nama should match the name on your tax return.

If this Form W-9 is for & joint account, Hst first, and then circla, the name of the
parson of entity whose number you entered in Part,| of Forrm W-9.

a. individual. Censratty, enter tha narme shown on your tax retumn, If you have
changaed your last nare without informing the Social Security Adminfsiration {S5A)
of the nama change, enter your first name, the fast name ag shown on your soclal
security card, and your new last name.

Nole. ITIN applicant: Erder your individuat name as It was entered on yout Form
W-7 appHcation, Ane 1a. This should 8iso be the same as the name you entered on
fha Form 10407104041 (40EZ you filed with your application.

b. Sole proprietor or single-member LLC. Enter your Individual name as
showr on your 1040/1040A/1040EZ on line 1. You may enter your business, frade,
ar “daing business as” (DBA) name on line 2.

c. Partnership, LLC that Is not a single-member LLC, C Gorporation, or §
Corporatlon. Enter the entity's name as shown on the eniily's tax; retum on Bne 1
and any business, frade, or DBA name on line 2,

d. Other entittes. Enter your name as shown on required U.S. federal tax
documents o fine 1. This name should match the name shewn on tha cherter or
afier lagal document craaing the entlty. You may enter any business, trade, or
DBA nema an ling 2.

@, Disregarded entity. For U.S. {edoral tex purgosss, an enlity that s
disragarded a3 an entity epparata from s cwner s Ireated as a "dlsregarded
entity.” Sea Regulations section 301.7701-2{c}{Z)(ll). Enter the owner'e name on
Ine 1, The name of the entity enterad on Une 1 should never be a disrogarded
enlity, The name on iine 1 should be lha name shown on the incoma tax relun on
which tha Income should be reparted. For axample, If & forelgn LLC that is kreated
as a disregarded entity for U.5. federal lax purposas has a single owrer thatIs a
u.5. {mraon he U.5. ownar's name s required to ba provided on line 1. If te
direct owner of the enlity Is also a disragarded entity, enter the lrst ovner Eat 1s
not disratgardad for federal tax purposes. Enter the disregarded entify's name on
line 2, "Business name/disregarded enlity name.” If the owner of the disregardad
enfity la & forelgn perzon, the owner must complels an appropriats Form W-8
Insledd of & Foym W-9, This is the cass avan If the forelgn pereon has a U.S. TIN.
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Paga 3

Line 2
It you have & busingss name, Irade name, DBA name, or disregarded antity namne,
you may enter it on iine 2.

Line 3

Check the appropriale box In lina 3 for the U.S. federal tax classiication of the
pesrson winose naime ls entered on line 1. Check only one box In lina 3.

Limited Liablity Company (LLC). I the name on line 1 3 an LLG treated a5 a
pertnarship for 0.8, federel tax purpeses, check the “Limited Liabliity Company*
bax and enter “P" In the space provided. If the LLC has flled Form B832 of 2553 (o
bt taed as a corparallen, check the “Limited Liablity Company” box and In the
spage provided enter “G" for G corporation or "S* for 5 gorporation, TRt (s a
single-member LLC that s & disregardad entity, do not check the “Limited Liablity
Campeany” box; Inatead chack the first box Inline 3 “Individual/sole proprietor of
single-member LLC.?

Line 4, Exemptions

if you aro exempt (rom backup withiokding and/or FATGA raparting, onter in the
appropriate space In ine 4 any code(s) that may apply to you.

Exempt payee code.

» Gonarally, individuals (including sole propristors) are not axompt from backup
withholding.

+ Excopt as provided below, corporations ere exetnpt from backup withholding
tor ceriain payments, Inaluding Interest and dividends.

+ Corporations are not exempt Trom backup withholding fer payments made In
setflemant of payment card or third party notwork transactions,

+ Corpsrations are not exempt from backup withholding with respect to attomays'
fa63 or gross proceeds pald 1o attorneys, and corporations that provide madical or
health care services aze not exernpt with respect b payments raportabla on Fomm
1088-MISC.

The follewing codes Idantily payees that are exemptimom backup withholding,
Entar thi appropriate cods In the spacs In ine 4.

1—An organization exernpt from tax under section 601(), any [AA, or a
custodlal accoun undar section 403(b){7) If the account salisftas the equirements
of seclion 401(}2)

2—The United States of any of its agencles of insirumentalities

a2— A state, the District of Columbla, 8 U.S, commeiwealth or possession, or
any of ihalr pollifcal subdivisions or Instrumeantallles

4-A fnrei%govamml or any ol is pofitical subxilvislons, agencles, or
Instrumentall

E&—A corporation

6—A dealer in securities or commodities required Lo registar in tha United
States, the District of Columbia, or a U.5. commonwealth or possession

7—A utures commission merchant Tegisterad with the Commodity Futures
Trading Comenlssian

8—A real eslate Investment trust

O—An enlity registored at aif times during the tax year under tie Investment
Gompany Act of 1940

10—A common frust fund operated by a bank under secllon 684{a}
11 —A financlal Institution

12—A middieman known in the Invesiment community a5 a normines or
custodlan

13—A lrust exempt from tax under sectfon €64 or described In section 4947

Tha follewing thart ehows types of peyments thal may be exempt from backugp
withhaiding, The chart appias fo the exempt payses Bsted above, 1 through 13

IF the payment s for. .. THEN the payment Is exempt for. ..

Tnterest and dividend payments All exenpt payees axcept
. for7

Broker transactions Exempl payees 1 through 4 and &
through 11 and all C corporations. S
corporalions must not enter an exempt
payes code becausa they are exempl
only for sates of noncovered securiifes

sexuirsd prior to 2012.

Barter exchange transzctions and
patronage dividends

Exermnpl payees 1 through 4

Generally, exempt payees

Payments over $600 required fo be
1 tivough 5%

reported and direct salss over $5,000"

Payments mads In seltiemert of Exempt payess 1 through 4

paymant ¢ard or third perty network
transactions

' S0 Form 1089-MISC, Miscallansous ¥icerma, and Its instructions.

2 Howevar, 1ha following payments mads 10 & corparation and reportable on Form
1009-MISC ara not exempt from backup withholding: medical and health care
payments, attoriteys’ fees, gross proceeds pald to an aliomey reportable under
section 8045(), and payments for sarvices pald by a tederal exaculive egency.

Exemption from FATGA reporting code. The following codes idantify payees

that are exempt from meporting under FATCA. These codes apply 1o persons

submltting this form lor accounts maintained oulslde of the United States by
cerlaln forelgn (nancial Institutions. Therelore, If you are only submiiting his form

{or an account you hokd §n the Unitad States, you may leave his Tield blank,

Gonsuit with ihe person requasting this foerm i you s/e uncartain [F the Tinanclal

Institution 1s subject to thesa raquirements. A requester may Indicate thaf a code Is

not required by providing you witht a Form W-8 with “Nol Appllcable” (or any

simifar indication) writtan er printed on the Rne for & FATGA exemption code.

A—An organization exempt from tax under section 501(a) ot any Individual
relirament plan ag defined in section 7701(a){37)

B—The United States or any of its agencles or instrumentaliles

€ —A siate, the District of Columblz, a U.E. commonwealth or possassion, or
any of Ihar polillcal subdivislons or nslrumentalittes

D—A corporation tha stock of which (8 regulany iraded on cne or more
establlshet securities markels, as described in Aequlations section
1.1472-1(c{1{)

E—A corporallon that |s 2 member of the same expanded affilated group ae a
corporation described in Regulations sactlon 1.1472-1c) (1))

F—A dealer In securitios, commoditles, or desivalive financial Instruments
{inclusing national princlipal contracts, fulures, lorwards, and options) thal t
registered 8s such under iha laws of ihe United Siates or any stata

G—Areal astate Investmant trust

H— A requiated invealment company as defined in secllon B&1 or an entity
regislered at all times during the tax year under the Invastment Company Act of
1940

1—A common trust fund a5 defined In secifon 584(a)

J—A bark as defined in section £B%

X—A broker

L —A tust exemnpt rom tax under secfion 664 or dascribed Iri seclion 4947{&)1)
M—A tax exempt trust under a seeflon 403(b) plan or section 457(g) plan

Notbe. You may wish o consult with the financlal insttullon requesiing this fem o
determine whether ihe FATCA code and/or exempt payee code should be
completed.

Line5

Entor your address (number, strest, and spartment o sulte number), This 1= whera
the requester of this Form W-8 will mall your Information retums,

Lineg
Enler your cify, state, and ZIP code.

Part |, Taxpayer Identification Number (TIN}

Enter your TIN In the appropriate box. If you are a residenl allen and you do not
have and are nol efglble 1o get an 55N, your TIN I8 your IRS Individual taxpayer
Identification numbsar ITIN}. Enter it In tha soclal security number box. if you do not
have an ITIN, see How ta gel a TIN below.

¥f you are a sole propriefor and you have an EIN, you may enter efiher your 85N
ar EIN. However, the IRS prefers that you use your 88N.

I you are & singls-member 1L that Is disragarded as an entlly saparate from Rs
ownar [sas Limifed Liabiltty Company [LLG) on tris page), enter the ownar's SSN
[or EIN, It tho awner has one}. Do not enter the disregarded antity's ERN. f the LLC
Is classifled s a corperation or partnarship, enter the entity's EIN.

Note. Seo the chart on page 4 for furlher clarificalion of name and TIN
combinations. )

How to gat a TIN. If you do not have a TIN, apply Tor cne Immediately. To apply
for an 85N, get Form 83-5, Application Tor & Socfal Security Card, from your local
SSA office or get this fomr online al www.s58.gov. You may 21so get [his form by
calling 1-800-772-1213. Use Form W-7, Application for IRS individual Taxpaysr
Irfentification Number, io apply for an ITI, of Form SS-4, Applieation for Employer
Ident#fication Number, to apply for an EIN. You can apply for an EIN ondine by
accessing the 1HS websie at wwiw.fregov/businasses and clicking on Employer
Identificatlon Number (EIM) undar Starting a Business. You can gel Forms W-7 and
55-4 from the IAS by viaiting IRS.gov or by calllng 1-B00-TAX-FORM
{1-BO0-820-3678).

I you are asked to complets Form W-2 but do not have a TiN, apply fora TIN
and ‘write *Applled For® In the space for the TIN, sign and dafe the form, and give it
{0 1he raquaster. For interest and divicdend payments, and certain paymenis made
wilh rospect to readlly lradable instruments, generally you will have £0 days to get
a TIN and give It to the requester balonm you are subject to backup withholding on
payments. The 60-day Ivle does not epply to othar types of peymants. You will be
subject to backup withholding en all such paymenls untit you provide your TIN ko
ine requester.

Note. Entering “Applled For™ means fhat you have aiready appited for & TIN or that
you Infend to apply for one s00n.

Cautlon: A disregardad ULS. aniity that has a forelgn owner musi use the
appropiiate Form W-8,
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Part li. Ceriification

To establish to the withholding agent thal you are a LL.3. person, or resident allen,
algn Form W-8, You may be requested (o sign by Lhe withhotding agent evan If
items 1, 4, or & below Indlicate otharwias.

For a joint account, onfy the persen whose TIN I8 shown In Part | shoutd sign
fwhen requirad). t the casa of a disi d eniity, the persoh tdentifiad on line 1
must sign, Exempl payess, see Ex payee code eadller.

Signhature requirements. Completa the certificallon as Indicated in terrrs 1
through 5 below.

1. Interest, dividend, and berter exchangs accounts openad before 1984
and brokar acgounts consldorad active during 1983, You must give your
cofrect TIN, but you do nat have lo sign tha cerlitication.

3. Intarest, diviiend, broker, and barter exchange accounts openad after
1883 and broker accounts consldered Inactive during $983. You must sign the
eeriification or backup withholding will apply. If you are subject to backup
withhiolding and you are metely providing your comect TIN to the requestar, you
musl cross out item 2 in the cerfification before signing the Torm.

3. Real astate transactions. You must sign he cerfification. You may crosa oul
itemn 2 of the certification.

4. Other paymenls. You must give your comrect TIN, but you do not have o sign
the cerlificalion unless you have been notffied that you have previously given an
Ineoirect TIN. *Cther paymenle™ nclude paymenls made In the course of the
mequester's trade or business for rents, royaitles, goods (other than bills for
merchandise), madical and heaflh care services (Inciuding paymesnts o
cofporations), payments to a nonemployee for services, payments made n
setifernient of payment card and thind party network transactions, payments lo
certaln fishing baat crew members and fishermen, and gross procoeds pald to
atternays (Incluting payments to corporallons),

B. Mottgage Inlsrest pald by you, acquisiton or abandecnment of secured
property, canceltation of debt, qualtfied tulllon program payments {undar
soction 520}, IRA, Covordell ESA, Archer MSA or HSA centribullons or
distrioutions, and pension distributions. You must give youwr comect TIN, bt you
do not have 1o sign tha carlificallon.

What Mame and Number Ta Give the Requester

For this type of account: Glve name and SEN of:
1. Individual The Mndividual
2. Two or mare Individuals §oint The actual owner of the account or,
acnourt) it comblned tunds, tha first
individual on the accounl’
3. Custedian account of a minor The minor®
{Uniform Gt to Minors Act)
4. a. The usual ravecabla savings The granlor-trustes’

1rust (gramtor Is also trustes)

b. Bo-calied trust acoount that [s
not a lagal or vaild lnusk under
slate taw

Tha actual owner’

5. Sola proprietarship or disregerded | The owner’
entity cwned by an Individual
6. Grantor frust filing under Opitonal The grantor*

Fonm 1082 Flling Melhod 1 {see
Aegulations saction 1.67 1-4(bi2)0
Ay

For his type of account: Glve name and EIN of:

7. Disregarded entity not owned by an | Tha ownaer
Indiviciral

8. Avalld trust, estala, of panston trust | Legal enhity
9. Corporation or LLG eiecting The corperallon
corporeie status on Form 8832 or
Form 2553
10. Association, lub, religlotrs,
charitable, educattonal, or olher tax-
oxempl organtzalion

11. Parlnership or mull-member {1.G
12. A braker or reglstered nominea

13, Account with the Department of
Agricutiure in the remsa of 2 public
entity (such as a stale or local
govemnment, schocl district, or
prisen) fhat racelves agricutiural
program payments

14. Grantor trust flling under {he Farm
1041 Filing Methed or tha Optionsl
Form 1088 Flling Msthod 2 (sea
Regulations saction 1.671-4[0){#H0)
2]

Tha arganization

The partnership
Tha braker or nominae
The public entity

The frust

*List first andt Gircta he nama of 1he person whose number you lurnish. IT only one persunon a
jaint accourt hias an SSN, lnat parsoa’s number must ba furnished.

* Circte the minor's nama and fimifsh the ninar's SSA.

* youy must shaw yaur Indiidual name and you may alsq enter your business or DEAname on
the "Business nama/dizreqarted enfity™ nama fina, You may use sither your SSN of EIN 4f you
have ona), bul e (RS encorages you fo use your SSN,

“ List first and circle s name of the USt, estate, or pension trusk. (Do hot fumish the TIN of the
personal representalive or rusies untess the fegal enilty itzell s not desipnated in ke account
litle.) Also saa Sperizt fulss for parinerships on Fags 2.

Note, Crantor alse mst provide a Fom W-g lo bustes of tiusL

Note, i no name is clrclad whan more than one nams Is kstad, the number will ba

conskierad 10 ba that of the tirsl name lisfed,

Secura Your Tax Records from Identity Theft

Identity theft uvcclirs when someone uses your personal Information such as your
nama, 5SN, or other ldentifying Information, without your permission, fo sommil
Traud of ofher cimes, An dantily ihiaf may use your SSN to get a job or may fle a
2 returm using your SSN to recelve a refund.

To reduce your sk:
= Protect your SSN,
« Ensra your ampteyer Is prolecting your SSN, and
» Be careful witen chigosing a tax preparer.

if your tax ratards are affected by idenlity thefl end ygu recatve a notice from
ihe IAS, respond right away fo the nama and phone number printed on e IRS
notice of later.

il your {ax records are not cumentty affected by idantity thaft but you think you
are at Ask due o a tost or stolen purse or wallet, questonable credit card activity
or cradit repori, contact the IRS Identity Theft Hotllne at 1-800-008-4.490 or submit
Form 14030.

For more information, see Publication 4536, Identity Thet Prevention dand Vistim
Assistancs.

Victima of idenlity theft who are experiencing aconomic harm of a Bystam
probiem, or are eaeking help in resolving tax problems that have not been resohed
lwaugh nonmal chennels, may be elgible for Taxpayer Advocate Sarvice (TAS)
assistance. You can reach TAS by calling the TAS toll-fres case infake line ak
1-BI7-777-AT78 or TIV/TDD 1-800-B29-4059,

Protect yourself from susplcious emalls or phishing aschemes, Phishing Is the
crealion and use al emalt and websites designed fo mimic legitimale bualnéss
emalls and websies, The most cornmon act i3 sending an amall to a user lalsely
clalming to be an estabfished legifimate enlerprize In an allompt to scam the usar
fnto surendering private information that will be used for Identity thait.

The IAS does not Inillate contacts with taxpayars via emalls. Also, the IRS does
not request personal detalied information through emall or 88K taxpayers for the
PIN numbers, passwords, of similar secrat access information for thalr credtt card,
bank, or ather Bpenclal accounls,

It you recelve an unsolicitad emall elslming te te rom lhe RS, forward ihle
message to phishing@irs.gov. You may also report misusa of the IRS name, logo,
or oiher 1RS properly to the Treasury inapector Gensral for Tex Adminisiration
(TIGTA) at 1-B00-366-4484, You can forwerd suspicious emalls to the Federal
Trada Commission at: spamBuce.gov or contact them at www.fic.goviidthart or
1-B77-DTHEFT {1-B77-438-4338}.

Visit IRS.gov to learn more about Identity theft and hiow to reduce your risk.

Privacy Act Notice

Section 6109 of the Internal Revenus Code requires you o provide your commect
TIN to persans (including federal agencles) who ere required to flla Information
retums with tha IAS to report Intarest, dividands, or certaln other Income pald to
you; morlgage Interest you pald; the acquisition or abandonment af ascurad
property; tha cancellation of debk; or conlribultons you made lo en (RA, Archer
MSA, or HSA. The person coliecting this form uses the Iformation on the torm to
file Information reluma with the IRS, raporling the above informabion. Rouline uses
of this Information Inclede giving i to the Department of Justice tor civil and
criminal (ittgation and to cities, states, the District of Columbia, and G.5.
comimenwealths and possessions far use in administering thelr aws, The
Infomation also mey ba disclased to other eountries under a {reaty, [o fedanal and
slate agencies o enforce civil Bnd criminal laws, or to federal law enforcement and
taligence agencies to combat temorfam. You must provide your TIN whether or
nat you are requirad 1o fite a tax refurn. Under section 3406, payers musl ganerally
withhold & percentage of taxabls Interest, dividend, and ceriain oiher payments to
a payae whao does nol give & TIM 1o Lhe payer. Gerialn panalties may aiso apply for
providing false or fraudulert mformation.

RFB No.

18-0009
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FORMD

CONTRACT SIGNATURE PAGE
OFFICE SUPPLIES
(Annual Contract)
RFB No. 18-0009

The undersigned hereby declares that he has/they have carefully examined the specifications
herein referred to and will provide all equipment, terms and services of the Consolidated
Government of Columbus, Georgia:

ATTEST:

Signature of Authorized Representative Date

Witness as to the Contractor Print Name and Title of Sighatory

Company:

Witness as to the Contractor

Address:

Telephone:

Fax:

Email;

* * * * * * * * * *

CONSOLIDATED GOVERNMENT OF COLUMBUS, GEORGIA

Accepted this day of 20 APPROVED AS TO LEGAL FORM:
Isaiah Hugley, City Manager Clifton C. Fay, City Attorney
ATTEST:

Tiny B. Washington, Clerk of Council

RFB No. 18-0009 Office Supplies Page 32 of 37
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CHECKLIST M
Office Supplies
RFB No. 18-0009

CHECK OFF EACH ITEM AS THE NECESSARY ACTION IS COMPLETED:

[J 1. THE CONTRACT SIGNATURE PAGE HAS BEEN SIGNED.
[0 2. PRICING HAS BEEN CHECKED.

[0 3. ADDENDA (IF ANY) HAVE BEEN SIGNED.

0 4. ALL SUBMISSION REQUIREMENTS ARE INCLUDED.

1 5. BUSINESS REQUIREMENTS ARE ENCLOSED, SEALED IN A SEPARATE ENVELOPE.
(One copy)

[1 6. THE MAILING ENVELOPE HAS BEEN ADDRESSED TO:

Columbus Consolidated Government
Purchasing Division — Attn: Heather Scheuttig
5% Floor, Tower Bldg.

100 10% Street

Columbus, Georgia 31902-1340

[0 7. THE MAILING ENVELOPE HAS BEEN SEALED AND MARKED WITH THE:
BID TITLE: Office Supplies (Annual Contract)
BID NUMBER: RFB 18-0009

OPENING DATE: October 13, 2017
Buyer: Heather Scheuttig

@ PLEASE CONSIDER THE ENVIRONMENT @
Please only submit what is required; keep the remaining pages for your records.

* Opening date subject to change by Addendum

RFB No. 18-0009 Office Supplies Page 37 of 37
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COLUMBUS CONSOLIDATED GOVERNMENT

Georgia’s First Consolidated Government

FINANCE DEPARTMENT ‘
PURCHASING DIVISION 100 TENTH STREET, P. O. Box 1340
CoLumpUS, GECRGIA 31902-1340
706-653-4105, Fax 706-225-3033
BidLine 706-653-4536
www.columbusga.org

September 19, 2017

Addendum No. 1
Office Supplies (Annual Contract)
RFB No. 18-0009

Proposals should include acknowledgement of receipt for all Addenda:

Authorized Initials: Firm:

Vendors are informed that the above subject RFP is hereby modified, corrected, or supplemented
as specified, described and set forth in this Addendum: '

QUESTIONS / RESPONSES

Question: Vendor submitted the following questions pertaining to lines on the bid form:
35. How many sheets per composition book, wide or narrow ruled? (Most common
wide ruled 100 sheets).
53. CD envelopes with window. How many per box (50 is most common)
82. Sheet protectors ring — how many per box?
83. Sheet protectors top — how many per box?
84. Transparencies — how many per box?
85. — 87. Should be 12 per carton, but they also come in carton of 4.
168. No unit of measure — RL or 6PK is common. Also, what length, what is estimated
guantity?
169. 3.5 floppy disks are discontinued. Do you still use’?
170. Colored fiquid paper is discontinued. Do you still use?
176. — 178. What is the estimated quantity to extend the cost on the copy paper?

Response: Please see attached Revised Bid Form {Form C).

Question: Not sure if you use the rebate to fund your department, but my management team
has asked that | see if you are open to putting it back into the price of the product?

Addendum No. 1 Page1ofg RFB No. 18-0009




Response: The rebate incentive is no longer a requirement of this bid.

Andrea J. McCorvey
Purchasing Manager

Addendum No. 1 Pagez2of9
RFB No. 18-0009

(REVISED PRICING PAGE)
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COLUMBUS CONSOLIDATED GOVERNMENT

Georgia’'s First Consolidated Government

FINANCE DEPARTMENT
PURCHASING DIVISION 100 TENTH STREET, P. O. Box 1340
CoLumeus, GECRGIA 31902-1340
706-653-4105, Fax 706-225-3033
BidlLine 706-653-4536
www.columbusga.org

September 28, 2017

Addendum No. 2
Office Supplies (Annual Contract)
RFB No. 18-0009

Proposals should include acknowledgement of receipt for all Addenda:

Authorized Initials: Firm:

Vendors are informed that the above subject RFP is hereby modified, corrected, or supplemented as
specified, described and set forth in this Addendum:

To better capture items used, the City will be sending out a new pricing page within a few days.
Therefore, the due date for this RFB has been extended to 2:30 PM on Wednesday, October 25,

2017.

Andrea J. McCorvey
Purchasing Manager

Office Supplies RFB No. 18-0009 Addendum 2
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COLUMBUS CONSOLIDATED GOVERNMENT

Georgia's First Consolidated Government

FINANCE DEPARTMENT

PURCHASING DIVISION ' ' 100 TENTH STREET, P. O. Box 1340

CoLuMBus, GEORGIA 31902-1340
706-653-4105, Fax 706-225-3033
BidLine 706-653-4536
www.columbusga.org

October 2, 2017

Addendum No. 3
Office Supplies
(Annual Contract)
RFB No. 18-0009

Proposals must include acknowledgement of receipt for all Addenda:

Authorized Initials: ‘ Firm:

Vendors are informed that the above subject RFB is hereby modified, corrected, or supplemented as
specified, described and set forth in this Addendum:

1} Question:

Response:

2) Question:

Response:

QUESTIONS / RESPONSES

38. PAYMENT DEDUCTIONS. The City reserves the right to deduct, from payments
award to vendor(s), any amount owed to the City for various fees, to include, but not
limited to: False Alarm fees, Ambulance fees, Occupation License fees, Landfill fees, etc.

a. Please advise how this applies to office supplies.

If a vendor awarded this contract is delinquent in paying ény fees due to Columbus
Consolidated Government, those fees may be deducted from contract payments to
the vendor.

5. Contractor shall have the ability to deliver all core contract supplies next business day,
desk-top delivery, to all requesting departments.

a. Can you please provide details to what desk-top delivery means to the City of

Columbus?
b. Can you please provide all departments that will need desk-top delivery?

Desk-tdp delivery shall mean that vendor will deliver items ordered, by any
department, to the location/office specified. For a listing of departments, please

RFB No. 18-0009 Office Supplies Page 1 of 3




3) Question:

Response:

refer to Appendix No. 1, pages 33-36 of the specifications.

9. Vendor shall provide separate invoices for each department, by account number fo the
Accounting Division. A summary invoice for all departments, excluding the Law Library,
shall be sent twice per month to the Accounting Division. The summary invoice shall
include depariment name, location and charge account number used for each purchase.

a. Can you please define account number? Does this mean department code or

cost center?
b. Can you please provide the number of departiments for the City?

The account number is the Department cost center. The invoice and online ordering
system should be able to accommodate the following Account Number set-up:

20000 — X0 — 200K — XXX — XXX
Fund Dept Unit Activity Object

The City will provide the appropriate account number(s) for each department and/or
division upon placing orders. For a listing of departments, please refer to Appendix
No. 1, pages 33-36 of the specifications.

4) SPECIFICATION CHANGE

A.

Page 11, General Specifications — Section |. Scope amended to read:

B. The Bid Form (Pricing Page) has been updated to better reflect actual usage. The

listing was provided by the City’s current Office Supply Contractor, Staples.
Therefore, any reference to Staples is strictly for descriptive purposes only, it is not
meant to restrict competition in any way. Vendors can bid any item that meets or

exceeds specifications.

See UPDATED BID FORM - Pricing Page A (Excel spreadsheet, attached as a link
below), and UPDATED BID FORM - Pricing Page B (page 3 of this addendum).

RFB No. 18-0009 Office Supplies

e Submit a printed copy of both Pricing Pages (A & B) with bid response.
o« Submit a digital copy of Pricing Page A, Excel spreadsheet, on a thumb drive with

bid response.

Andrea J. McCorvey
Purchasing Manager

Page 2 of 3



UPDATED

FORM C | UPDATED

BID FORM — PRICING PAGE B
OFFICE SUPPLIES
(ANNUAL CONTRACT)

RFB No. 18-0015

BRAND NAMES

It is not the intent of Columbus Consolidated Government (City) to restrict competition in any
purchasing process. Any manufacturers’ names, drawings, trade names, brand names, information
and/or catalog numbers used herein are for purpose of description and establishing general quality levels.
Such references are not intended to be restrictive; any equivalent products of any manufacturer may be
offered. Any bid that is equivalent to or surpasses these specifications will be considered; determination
of equivalency shall rest solely with the City.

A. VENDOR AGREES TO MAKE NEXT DAY DELIVERY OR WITHIN TWO (2)
BUSINESS DAYS AFTER RECEIPT OF ORDERS.
YES NO IFNO,HOW MANY DAYS?

B. ALL FREIGHT/SHIPPING/DELIVERY CHARGES MUST BE INCLUDED IN THE UNIT
COST. NO ADDITIONAL FREIGHT/SHIPPING/DELIVERY CHARGES WILL BE
AUTHORIZED FOR PAYMENT.

C. VENDORS ARE REQUESTED TO PROVIDE A PERCENTAGE DISCOUNT OFF
CATALOG ITEMS THAT ARE NOT ON CORE LIST. DISCOUNTS SHALL BE
OFFERED ON ENTIRE PRODUCT OFFERING, INCLUDING WHOLESALE
CATALOG. DISCOUNT %

IMPORTANT INFORMATION
PLEASE SUBMIT ONE ORIGINAL AND ONE IDENTICAL COPY OF EACH BID

- By signing this Bid Form, the authorized represéntative understands the City reserves the rlght to request any omitted -
information, WHICH DOES NOT AFFECT THE SUBMITTED BID PRICE. Bidders shall be notified, in writing, and shall have
two (2) days, after notification to submit the omitted information. If the omitted information is riot received within two (2}

days, the Bidder shall be deemed non-responsive and the Bid Submission will be deemed “Incomplete” Use the followmg
check-list to verify the items are included in sealed bid:

L_.I Bid Form EI Proof of Insurance L[] Internet Orderlng Procedures D Return Procédures I:I Sample lnvmce

O Rebate Incentlves (lf Apphcab]e) O Tran5|t|on Outline (If Appllcable) I:l Contract Slgnature Page O Addenda
- Inltlal below to acknowledge recerpt of the followmg addenda (|f any}: o

Ad_dendum No. 1 ~ Addendum No. 2 ___ Addendum No. 3 _

Authorized Signature : Print Name of Signatory

If certified as a DBE or WBE, list the certifying agency:

RFB No. 18-0009 Office Supplies Page 3 of 3




COLUMBUS CONSOLIDATED GOVERNMENT

Georgia’s First Consoliclated Government

FINANCE DEPARTMENT |
PURCHASING DIVISION 100 TENTH STREET, P. Q. Box 1340
COLUMBUS, GEORGIA 31902-1340

706-653-4105, Fax 706-225-3033

BidLine 706-653-4536

www.columbusga.org

October 4, 2017

Addendum No. 4
Office Supplies
(Annual Contract)
RFB No. 18-0009

Proposals must include acknowledgement of receipt for all Addenda:

Authorized Initials: Firm:

Vendors are informed that the above subject RFB is hereby modified, corrected, or supplemented as
specified, described and set forth in this Addendum:

QUESTIONS / RESPONSES

1) Question: Is it possible to get this [bid form] with the Staples part numbers on it? That way we can
cross reference it easier.

Response: SKU numbers have been added to the pricing page for better identification of items.
However, SKU numbers for 2018 calendars, etc., have not been provided. In the
event of SKU numbers that may not cross-reference, vendor may bid items that
meet or exceed specifications based on the Iltem Description.

See UPDATED BID FORM - Pricing Page A (Excel spreadsheet, attached as a link
below), and UPDATED BiID FORM - Pricing Page B (page 2 of this addendum).

« Submit a printed copy of both Pricing Pages (A & B) with bid response.

e Submit a digital copy of Pricing Page A, Excel spreadsheet, on a thumb drive
with bid response.

Andrea J. McCorvey
Purchasing Manager

RFB No. 18-0009 Office Supplies Page 1 of 2




UPDATED

FORM C UPDATED

BID FORM — PRICING PAGE B
OFFICE SUPPLIES
(ANNUAL CONTRACT)

RFB No. 18-0015

BRAND NAMES

It is not the intent of Columbus Consolidated Government (City) to restrict competition in any
purchasing process. Any manufacturers’ names, drawings, trade names, brand names, information
and/or catalog numbers used herein are for purpose of description and establishing general quality levels.
Such references are not intended to be restrictive; any equivalent products of any manufacturer may be
offered. Any bid that is equivalent to or surpasses these specifications will be considered; determination
of equivalency shall rest solely with the City.

A. VENDOR AGREES TO MAKE NEXT DAY DELIVERY OR WITHIN TWO (2)
BUSINESS DAYS AFTER RECEIPT OF ORDERS.
YES NO IF NO, HOW MANY DAYS?

B. ALL FREIGHT/SHIPPING/DELIVERY CHARGES MUST BE INCLUDED IN THE UNIT
COST. NO ADDITIONAL FREIGHT/SHIPPING/DELIVERY CHARGES WILL BE
AUTHORIZED FOR PAYMENT,

C. VENDORS ARE REQUESTED TO PROVIDE A PERCENTAGE DISCOUNT OFF
CATALOG ITEMS THAT ARE NOT ON CORE LIST. DISCOUNTS SHALL BE
OFFERED ON ENTIRE PRODUCT OFFERING, INCLUDING WHOLESALE
CATALOG. DISCOUNT %o

o | IMPORTANT INFORMATION:}; |
* PLEASE SUBMIT ONE ORIGINAL AND ONE IDENTICAL COPY OF EACH BID

By 519n|ng this Bid. Form the authorized representatwe uniderstands the City reserves the right to request’ any omltted 2
information, WHICH DOES NOT AFFECT THE SUBMITTED BID PRICE. Bidders shall be notified, in writing, and shall have .
two (2) days after notification to submit the omitted information, If the omitted |nformatlon is not received within two 2) -

days the _der shall be € eemed non-responsive and ‘the Bid Submission will be deemed ‘lncomplete Use the followmg
LR check list to verlfy the items are included in sealed bid:

I:I Bld Form E] Proof of Insura e O Internet Orderlng Procedures [1 Return Procedures [1 Sample lnvmce .'

I:I Rebate _I T cent 'ves {If Appllca ) e) ) l:l Transmon Outline (If Appllcable) |:| Contract Slgnature Page O Addenda

Addendum No. 1

Authorized Signature Print Name of Signatory

If certified as a DBE or WBE, list the certifying agency:

RFB No. 18-0009 Office Supplies Page 2 of 2
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COLUMBUS CONSOLIDATED GOVERNMENT ffg’é*%g
Georgia’s First Consolidated Government l?~_. iE

FINANCE DEPARTMENT

PURCHASING DIVISION | | 100 TENTH STREET, P. O. Box 1340

CoLumBus, GEORGIA 31902-1340
706-653-4105, Fax 706-225-3033
BidLine 706-653-4536
www.columbusga.ong

October 17, 2017

Addendum No. 5
Office Supplies
(Annual Contract)
RFB No. 18-0009

Proposals must include acknowledgement of receipt for all Addenda:

Authorized Initials: Firm:

Vendors are informed that the above subject RFB is hereby maodified, corrected, or supplemented as
specified, described and set forth in this Addendum:;

1) Question:

Response:

2) Question:

Response:

3) Question:

QUESTIONS / RESPONSES

Can vendors submit with their bid response proposed meodifications or clarifications to the
terms and conditions that would be discussed and modified prior to final bid award?

Vendors can request clarification of the General Provisions prior fo bid due date.

Catalog Discount Bid response: CCG (Columbus Consolidated Government) has
requested a single discount from list for the remainder of the items in a vendor’s catalog.
There are wide differences in the discounts from list that a vendor can bid based on
different product categories. For example, a vendor may be able to bid List Less 50% on
Office Supplies, and only List Less 30% on Ink and Toner. Requiring a single discount
from list does not allow vendors to be as aggressive in their pricing response. Suggested
categories would be General Office Supplies, Ink & Toner, Paper, Business Machines and
Furniture. In order to allow more aggressive bid responses, will Columbus Consolidated
Government allow additicnal discount categories for the non-core pricing?

Vendors may provide discounts per category for non-core items.

Catalog Discount Bid response: In order to compare vendor proposals, the quoted
discount from list price must be applied to every item in a product category. Otherwise

RFB No. 18-0009 Office Supplies Page 1 of 2




Response:

4) Question:

Response:

CCG may assume that all items are receiving a quoted discount only to find out later that
many items were excluded and that CCG has paid a higher price than they anticipated.
To insure a more accurate evaluation, will the quoted discount from list required to be
applied to every item within a vendor catalog by product category without exception, or will
vendors be allowed to exclude items from the quoted discount based on their cost,
profitability, sourcing or stocking methods?

Vendors shall delineate the non-core items or categories that will not be discounted.

Paper price hold: The bid requires a price lock for 2 years on paper. Paper is a volatile
commodity, and while this sounds like a good idea, it may prevent CCG from receiving the
most aggressive pricing. As a vendor, we purchase billions of dollars in paper annually
but are not able to negotiate 2-year price holds from our suppliers. With a 2-year
reguirement, vendors will have to build in a *hedge” against future cost increases into their
bid price, increasing the cost to CCG. In order to receive the most aggressive pricing, will
CCG allow paper pricing to be updated quarterly with a manufacturer letter per the
update?

Historically, the City has purchased paper via Georgia Statewide Contract and those
prices have held for at least 3-4 years. Consequently, the City will not allow paper
pricing to be updated quarterly.

PLEASE NOTE: The City reserves the right to review the Georgia Statewide
Contract, or any other Cooperative Contract, to compare paper pricing with vendors
submitting bid pricing for paper. Additionally, the City reserves the right to
purchase paper via any comparable Cooperative Contract, if the contract cost Is
lower and meets the City’s requirements.

Andrea J. McCorvey
Purchasing Manager
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EXHIBIT C

Office Supplies
(Annual Contract)

Malone Office Environments
Submission




1345 13% Avenue

' . \ B Colombus, GA 31901
_ a O ne Phone: 706.322.2513
Bt ' . Fax: 706,324.2379

OFFICE ENVIBONMENTS www.maloneoffice.com.

October 23, 2017

Malone Office Equipment d/b/a Malone Office Environments

RFB No 18-0009 Office Supplies

Dear Heather Scheuttig,

Malone Office Environments is pleased to present the enclosed offer to you
regarding the above referenced solicitation for office products. In addition to our
exceptional local service, we bring competitive pricing and a technical sophistication that
rivals that of online retailers and big box stores.

Malone Office Environments is a locally owned small business based in
Columbus GA since 1934. Our slogan “Since 1934 — One Passion — The Customer™ is
more than just a marketing slogan. It is the foundation on which we built our business
reputation. Our supply division has tripled in size since 2008 as we continue to bring
competitive pricing and exceptional service to the business community of Columbus
Georgia. As we continue to grow, we are proud to be creating more employment
opportunities and tax revenue for our local economy as well as investing in our local
community charities.

We thank you for this opportunity. Please contact me if you have any questions
or concerns regarding the offer, or if more information is needed.

We appreciate your time and look forward to working with you.

Thank you, :

uanita Strickland
CFO
Malone Office Equipment
d/b/a Malone Office Environments
1345 13" Avenue
Columbus, GA 31901
706-322-2513
jstrickland@maloneoffice.com
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UPDATED

FORM C UPDATED

BID FORM — PRICING PAGE B
OFFICE SUPPLIES
(ANNUAL CONTRACT)

RFB No. 18-0009

BRAND NAMES

It is not the intent of Columbus Consolidated Government (City) to restrict competition in any
purchasing process. Any manufacturers’ names, drawings, trade nmames, brand names, information
and/or catalog numbers used herein are for purpose of description and establishing general quality levels.
Such references are not intended to be restrictive; any equivalent products of any manufacturer may be
offered. Any bid that is equivalent to or surpasses these specifications will be considered; determination
of equivalency shall rest solely with the City.

A. VENDOR AGREES TO MAKE NEXT DAY DELIVERY OR WITHIN TWO (2)
BUSINESS DAYS AFTER RECEIPT OF ORDERS.
x_YES NO IFNO,HOW MANY DAYS?

B. ALL FREIGHT/SHIPPING/DELIVERY CHARGES MUST BE INCLUDED IN THE UNIT
COST. NO ADDITIONAL FREIGHT/SHIPPING/DELIVERY CHARGES WILL BE
AUTHORIZED FOR PAYMENT.

C. VENDORS ARE REQUESTED TO PROVIDE A PERCENTAGE DISCOUNT OFF
CATALOG ITEMS THAT ARE NOT ON CORE LIST. DISCOUNTS SHALL BE
OFFERED ON ENTIRE PRODUCT OFFERING, INCLUDING WHOLESALE
CATALOG. DISCOUNT 7-93 % *SEE ATTACHED PROPOSED DDISCOUNT STRUCTURE

- M Ag Juanita Strickland
Atphorized Signature Print Name of Signatory

If certified as a DBE or WBE, list the certifying agency:

RFB No. 18-0009 Office Supplies Page 2 of 2




Columbus Consolidated Government

Proposed Discount Pricing Structure

We are offering an additional 5-20% discount off our most aggressively already discounted
matrix catalog. The matrix catalog on which the pricing is based has been competitively
benchmarked against the big box and online competitors which results in discounts between
2-87% off manufactures list price. Core list items will receive an additional 20% from the
already deeply discounted matrix price. All other items will receive an additional 5% off the
already deeply discounted catalog matrix price. This results in an overall discount range of
7-93% off manufacturers list price. Core list may be modified over the length of the contract
to add or remove items from the core list as the needs of Columbus Consolidated
Government change.

*This information remains competitive proprietary property of Malone Office Environments
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1345 13% Avenue

- - - Columbas, GA 31901
a O ne Phone: 706.322.2513
' B B , Fax: 706.324.237°

OGFEFICE BHVIRONMBNTE W“‘"W.ll‘li]l(}ll'l‘.ﬁmﬂé.ﬂ)ll}

Online Ordering Quick Start Guide

Begin at: WWW.MALONEOFFICE.COM username: CCG password: malone

The login is in the top left corner of the webpage.

Your username is the first initial of your first name and your last name. Your username and initial password are
in lowercase letters. Your initial password is malone. You will be prompted to change your password after the
inittal log in. If you ever forget your password you can click on forgot password, and the computer will email a

temporary password to you.

Core items are the best value and should be purchased whenever possible.
To limit your search to core items go to contracts at the top right and choose CCG core list in the dropdown hox.
You can choose a detailed or summary view.

£ y
Core items are also marked ~ ltems marked -%#are on Promotion

If the item you need is not on the core list, you can type what you need in the search box. Universal, Innovera,
Boardwalk and Alera are our generic best value brands. If you purchase a name hrand and a “hest value” brand
is available, the ordering system will suggest a lower priced substitute.

To order the product simply press add to cart. You may also press add to favorites for future ordering ease.
The shopping cart icon in the top right-hand corner will show the number of items in your cart and the total

price.

When you are done shopping click checkout in the top right-hand corner.
If you order for more than one location or cost center, click edit account details. There you will have a
dropdown box under department to choose your correct cost center.

When you are done making changes click on save order, to work on the order later, or place order.

If your order requires approval, it will be submitted to your approver. If you do not require approval, your order
will be delivered the next business day, if ordered by SPM. If you require a rush am delivery, please call the
office.

For approvers
From the order approval screen, you may approve, deny or edit any orders waiting approval. You may also

review the history of any orders you have approved.

Once orders have been approved, they will be submitted to Malone's for delivery on the next business day.
Orders after 5SPM will be considered arriving the next business day.




1345 13™ Avenue

‘ ] <" Cclumbus, GA 31961
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OFFICE ENVIRONMENTS www.naleneoffice.com

Return Policy

Customers are our passion, and a priority focus on customer service is the
cornerstone on which Malone Office Environments has built their business during
the past 83 years.

We recognize that returns are a regular part of business. As part of our
commitment to excellent customer service, it has always been our policy to make
returns as easy as possible.

Malone’s accepts return requests via the customer’s preference of phone, fax, or
email. Online return authorization and tracking is currently in development and is
scheduled for release in December 2017. Any item may be returned within 30 days
of receipt although it is required to be contained in its original packaging. The
original packaging policy does not apply to damaged or defective items. Those
items may be returned for replacement even if original packaging is not available.

Items that have been approved for return will be collected the next business day
and credit issued the following day.

Return requests submitted beyond the thirty days required may be approved if the
items are not discontinued and are in resalable condition.

Special Order items are subject to the return policy of the specific manufacturer.




1345 13% Avennie
Columbus, GA 31901

a l ne Phone: 766.322.2513
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OYFICE ENVIRONMENTS www.maloneoffice.com

Merchandise Return Request

Columbus Consolidated Government

Merchandise to Return:

Return Reason:

Please exchange for:

Person requesting return:

Phone Number;

Voice 706.322.2513 Fax 706.324.2379
returns@malonecoffice.com
www.maloneoffice.com




alone

OFFICE ENVIRONMENTS

Sample Invoice

The enclosed sample individual and bi-weekly invoice is just an example of the
invoice options available.

Our invoice can be customized to meet any current or future requirements of
Columbus Consolidated Government. Invoices can be provided in many electronic
formats, including Cxml, Excel, and Access.




(Malone

OFFICE ENVIRONMERNTS

Bill To:

Columbus Consolidated Government

Accounting Division
PO Box 1340
Columbus, GA 31902-1340

Per Attached Detail

1343 137 Avenue
Columbus, GA 31901
Phone: 706.322.2513
Fax: 706.324.2379
www.maloneoffice.com

Date: 07/05/17

Invoice# 0430-S

Acct# 27000

Sample Do not pay

Page 10f4

Charge Dept Total Per Department

XXXXX.6075.64310 ) 226.48
Xx00x,6077.64260 ) 36.70
XXXxX.6210.64200 S 53.52
XXXXX.7320.64200 S 13.02
XXxxx.7330.64200 S 78.58
XXxxx.7400.64200 S 112.36
60.32.6077.64260 5 453,51
Grand Total $ 974.18




1345 13" Avenue

' Coluinbus, GA 31901
a O ne Phone: 706.322.2513
Fax: 706.324.2379

OFFICE ENVIRONMENTS wwiw.naleneoffice.com
Summary by Department Page 2 of 4
Invoice 0430-S
Department Sum of Total

Superior Court $ 112.36
Fleet Management S 453,51
City Services S 13.02
State Court S 53.52
Adult Drug Court S 78.58
Park Services S -
Engineering S

Police Department s

36.70
226.48

Grand Total S . 57418
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OFFICE ENVIRONMENTS T
E NMH www.amaloneoffice.com

Summary by Departmel Page 3 of 4

Invoice 0430-S

Location Sum of Total

Location 2 $ 112.36
Location 5 5 13.02
Location 3 S 453.51
Location 8 S 53.52
Location 6 S 78.58
Location 7 5 -

Location 4 ) 36.70
Location 1 S 226.48

GrandTotal $§ 974.18
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, !_|3.45 13 A\‘E;wc- l NVO I C E
@a lo ne 11211’7:6'!?3:%%1;’ INVOICE NUMBER| x0x559-0 |
nil 7 2

BIRIGE ANYIRONNENTS e aiabiendlic.com INVOICE DATE] 04/27/17 |
DEPARTMENTNAME| CITY SERVICES —l

SAMPLE INVOICE - DO NOT PAY r
DEPT NUMBERl XKXK-XXKKX-000K |

COLUMBUS CONSOLIDATED GOVT
GOVERNMENT CENTER

420 10TH STREET

COLUMBUS GA 31901

ATTN: ACCOUNTS PAYABLE
PO BOX 1340
COLUMBUS GA 31902

_706-653-4900

i
il

I A E N

JAN BREEDEN CHARGE

KELLIE

4925 PRINTY SELF-INKING STAMP
Black Ink
See attached signature.

Subtotal 29.40

Tax

Page 1 of 1 Total Due 29.40
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OFFICE ENVIRONMENTS www.maloneoffice.com

Transition Qutline

Malone Office Environments intends to begin implementation of the Columbus
Consolidated Government contract immediately upon receipt of the list of CCG buyers
names and email addresses.

Upon contract award, Malone Office Environments will, within 3-5 business days, send
out via email the following to all Columbus Consolidated Government buyers:

¢ Username and password for online ordering
¢ Quick Start Guide for online ordering
e Contact information for their personal customer service representative

In addition, Malone Office Environments will schedule a lunch and learn catalog meeting
and web training on site or at mutual agreed upon locations. This will aid the end users
and educate them on how to recognize and search for core-contract items, ensuring that
CCQG buyers are receiving the best value.

Welcome boxes with full line catalogs and product samples will be delivered to each
location specified in the proposal within 10 business days of contract award.

Within the first 30 days of contract award, the assigned account management team of Jan
Breeden (outside/onsite) and Annica Ritchie (inside/customer service) will contact all
CCG buyers and begin needs assessments with each to determine any specific
requirements as it pertains to procurement of office products. This team of account
managers has extensive previous experience with CCG buyers.

The above outline may be modified to meet any Columbus Consolidated timelines or
requirements,




COLUMBUS CONSOLIDATED GOVERNMENT

Georgia’s First Consolidated Government
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FINANCE DEPARTMENT

PURCHASING DIVISION 100 TENTH STREET, P. O. Box 1340
CotumBus, GEORGIA 31902-1340

706-653-4105, Fax 706-225-3033

BidLine 708-653-4536

www.columbusga.org

September 19, 2017

Addendum No. 1
Office Supplies (Annual Contract)
RFB No. 18-0009

Proposals should include acknowledgement of receipt for all Addenda:

Authorized Initials:g Firm: Malone Office Environments
—

Vendors are informed that the above subject RFP is hereby modified, corrected, or supplemented
as specified, described and set forth in this Addendum:

QUESTIONS / RESPONSES

Question: Vendor submitted the following questions pertaining to lines on the bid form:
35. How many sheets per composition book, wide or narrow ruied? (Most common
wide ruled 100 sheets).
53. CD envelopes with window. How many per box (50 is most commonh)
82. Sheet protectors ring — how many per box?
83. Sheet protectors top — how many per box?
84. Transparencies — how many per box?
85. — 87. Should be 12 per carton, but they also come in carton of 4.
168. No unit of measure — RL or 6PK is common. Also, what length, what is estimated
quantity?
169. 3.5 floppy disks are discontinued. Do you still use?
170. Colored liquid paper is discontinued. Do you still use?
176. — 178. What is the estimated quantity to extend the cost on the copy paper?

Response: Please see attached Revised Bid Form (Form C).

Question: Not sure if you use the rebate to fund your department, but my management team
has asked that | see if you are open to putting it back into the price of the product?
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Response: The rebate incentive is no longer a requirement of this bid.

Andrea J. McCorvey
Purchasing Manager
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September 28, 2017

Addendum No. 2
Office Supplies (Annual Contract)
RFB No. 18-0009

Proposals should include acknowledgement of receipt for all Addenda:

Authorized Initials: Firm: Malone Office Environments

Vendors are informed that the above subject RFP is hereby modified, corrected, or supplemented as
specified, described and set forth in this Addendum:

To better capture items used, the City will be sending out a new pricing page within a few days.
Therefore, the due date for this RFB has been extended to 2:30 PM on Wednesday, October 25,
2017.

Andrea J. McCorvey
Purchasing Manager

Office Supplies RFB No. 18-0009 Addendum 2




COLUMBUS CONSOLIDATED GOVERNMENT

Georgia’s First Consolidated Government

FINANCE DEPARTMENT

PURCHASING DIVISION 100 TENTH STREET, P, Q. Box 1340

CoLumBus, GEORGIA 31902-1340
706-653-41085, Fax 706-225-3033
BidLine 706-653-4536
www.colimbusga.org

October 2, 2017

Addendum No. 3
Office Supplies
(Annual Contract)
RFB No. 18-0009

Proposals must include acknowledgement of receipt for all Addenda:

Authorized Initials; g Firm: Malone Office Environments

=

Vendors are informed that the above subject RFB is hereby modified, corrected, or supplemented as
specified, described and set forth in this Addendum:

1) Question:

Response:

2) Question:

Response:

QUESTIONS / RESPONSES

38. PAYMENT DEDUCTIONS. The City reserves the right to deduct, from payments
award to vendor(s), any amount owed to the City for various fees, to include, but not
limited to: False Alarm fees, Ambulance fees, Occupation License fees, Landfill fees, efc.

a. Please advise how this applies fo office supplies.

If a vendor awarded this contract is delinquent in paying any fees due to Columbus
Consolidated Government, those fees may be deducted from contract payments to
the vendor.

5. Contractor shall have the ability to deliver all core contract supplies next business day,
desk-top delivery, to all requesting departments.

a. Can you please provide details to what desk-top delivery means to the City of

Columbus?
b. Can you please provide all departments that will need desk-top delivery?

Desk-top delivery shall mean that vendor will deliver items ordered, by any
department, to the location/office specified. For a listing of departments, please

RFB No. 18-0009 Office Supplies Page 1 of 3




refer to Appendix No. 1, pages 33-36 of the specifications.

3) Question: 9. Vendor shall provide separate invoices for each department, by account number to the
Accounting Division. A summary invoice for all departments, excluding the Law Library,
shall be sent twice per month to the Accounting Division. The summary invoice shall
include department name, location and charge account number used for each purchase.

a. Can you please define account number? Does this mean deparntment code or

cost center?
b. Can you please provide the number of departments for the City?

Response: The account number is the Department cost center. The invoice and online ordering
system should be able to accommodate the following Account Number set-up:

XXXX — XXX — XXX — XXXX — XXXX
Fund Dept Unit Activity Object

The City will provide the appropriate account number(s) for each department and/or
division upon placing orders. For a listing of departments, please refer to Appendix
No. 1, pages 33-36 of the specifications.

4) SPECIFICATION CHANGE

A. Page 11, General Specifications — Section |. Scope amended to read:

F The City. reserves the nght to add core items as appropriate. The Bid Form, which is
T based on’ actyal usage, shaﬂ be updated as necessary by the City,-and is hot to be
" considered “all inclusive”. : : : -

B. The Bid Form (Pricing Page) has been updated to better reflect actual usage. The
listing was provided by the City’s current Office Supply Contractor, Staples.
Therefore, any reference to Staples is strictly for descriptive purposes only, it is not
meant fo restrict competition in any way. Vendors can bid any item that meets or
exceeds specifications.

See UPDATED BID FORM - Pricing Page A (Excel spreadsheet, attached as a link
below), and UPDATED BID FORM - Pricing Page B (page 3 of this addendum).

o Submit a printed copy of both Pricing Pages (A & B) with bid response.

* Submit a digital copy of Pricing Page A, Excel spreadsheet, on a thumb drive with
bid response.

Andrea J. McCorvey
Purchasing Manager
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COLUMBUS CONSOLIDATED GOVERNMENT

Georgia’s First Consofidated Government

FINANCE DEPARTMENT
PURCHASING DIVISION 100 TENTH STREET, P. Q. Box 1340
CoLumBuS, GEORGIA 31902-1340
706-653-4105, Fax 706-225-3033
BidLine 706-653-4536
www.columbusga.org

October 4, 2017

Addendum No. 4
Office Supplies
(Annual Contract)
RFB No. 18-0009

Proposals must include acknowledgement of receipt for all Addenda:

Authorized Initi.ﬁllsg= Firm: WMalone Office Environments

Vendors are informed that tI'Te/above subject RFB is hereby modified, corrected, or supplemented as
specified, described and set forth in this Addendum:

QUESTIONS / RESPONSES

1) Question: s it possible to get this [bid form] with the Staples part numbers on it? That way we can
cross reference it easier.

Response: SKU numbers have been added to the pricing page for better identification of items.
However, SKU numbers for 2018 calendars, etc., have not been provided. In the
event of SKU numbers that may not cross-reference, vendor may bid items that
meet or exceed specifications based on the Iltem Description.

See UPDATED BID FORM - Pricing Page A (Excel spreadsheet, attached as a link
below), and UPDATED BID FORM - Pricing Page B (page 2 of this addendum).

¢ Submit a printed copy of both Pricing Pages (A & B) with bid response.

« Submit a digital copy of Pricing Page A, Excel spreadsheet, on a thumb drive
with bid response.

Andrea J. McCorvey
Purchasing Manager
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COLUMBUS CONSOLIDATED GOVERNMENT

Georygia’s First Consolidated Government

FINANCE DEPARTMENT

PURCHASING DIVISION 100 TENTH STREET, P. O. Box 1340

CoLumBuUs, GEORGIA 31902-1340
706-653-4105, Fax 706-225-3033
BidLine 706-653-4536
www.columbusga.ory

October 17, 2017

Addendum No. 5
Office Supplies
(Annual Contract)
RFB No. 18-0009

Proposals must include acknowledgement of receipt for all Addenda:

Authorized Initials:% Firm: Malone Office Environments

4

Vendors are informed that the above subject RFB is hereby modified, corrected, or supplemented as
specified, described and set forth in this Addendum:

1) Question:

Response:

2) Question:

Response:

3) Question:

QUESTIONS / RESPONSES

Can vendors submit with their bid response proposed modifications or clarifications to the
terms and conditions that would be discussed and modified prior to final bid award?

Vendors can request clarification of the General Provisions prior to bid due date.

Catalog Discount Bid response: CCG (Columbus Consolidated Government) has
requested a single discount from list for the remainder of the items in a vendor's catalog.
There are wide differences in the discounts from list that a vendor ¢an bid based on
different product categories. For example, a vendor may be able to bid List Less 50% on
Office Supplies, and only List Less 30% on Ink and Toner. Requiring a single discount
from list does not allow vendors to be as aggressive in their pricing response. Suggested
categories would be General Office Supplies, Ink & Toner, Paper, Business Machines and
Furniture. In order to allow more aggressive bid responses, will Columbus Consolidated
Government allow additional discount categories for the non-core pricing?

Vendors may provide discounts per category for non-core items.

Catalog Discount Bid response: In order to compare vendor proposals, the quoted
discount from list price must be applied to every item in a product category. Otherwise

RFB No. 13-0009 Office Supplies Page 1 of 2




Response:

4) Question:

Response:

CCG may assume that all items are receiving a quoted discount only to find out later that
many items were excluded and that CCG has paid a higher price than they anticipated.
To insure a more accurate evaluation, will the quoted discount from list required to be
applied to every item within a vendor catalog by product category without exception, or will
vendors be allowed to exclude items from the quoted discount based on their cost,
profitability, sourcing or stocking methods?

Vendors shall delineate the non-core items or categories that will not be discounted.

Paper price hold: The bid requires a price lock for 2 years on paper. Paper is a volatile
commodity, and while this sounds like a good idea, it may prevent CCG from receiving the
most aggressive pricing. As a vendor, we purchase billions of dollars in paper annually
but are not able to negotiate 2-year price holds from our suppliers. With a 2-year
requirement, vendors will have to build in a “hedge” against future cost increases into their
bid price, increasing the cost to CCG. In order to receive the most aggressive pricing, will
CCG allow paper pricing to be updated quarterly with a manufacturer letter per the
update?

Historically, the City has purchased paper via Georgia Statewide Contract and those
prices have held for at least 3-4 years. Consequently, the City will not allow paper
pricing to be updated quarterly.

PLEASE NOTE: The City reserves the right to review the Georgia Statewide
Contract, or any other Cooperative Contract, to compare paper pricing with vendors
submitting bid pricing for paper. Additionally, the City reserves the right to
purchase paper via any comparable Cooperative Contract, if the contract cost is
lower and meets the City’s requirements.

Andrea J. McCorvey
Purchasing Manager
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