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State of Washington

DEPARTMENT OF GENERAL ADMINISTRATION

Office of State Procurement

Rm. 201 General Administration Building, P.O. Box 41017 ( Olympia, Washington 98504-1017 ( (360) 902-7400

http://www.ga.wa.gov  

REQUEST FOR PROPOSAL (RFP)

Office Supplies, Toner, and Paper (Desktop Delivery)
	Contract Number
	Preproposal Meeting Date & Time
	Proposal Opening Date & Time

	09205
	October 27, 2005 – 8:30 AM
	November 9, 2005 – 2:00 PM


Proposals must be received & Stamped on or before the opening date & time at this location: 
210 11th AVe SW, Rm. 201, General Administration Building Olympia WA 98504-1017
Aleksey Belov
RFP Coordinator
Phone  (360) 902-7414
Fax (360) 586-2426

E-mail  abelov@ga.wa.gov
For a site map to the Capitol Campus, click http://access.wa.gov/government/images/campus_map.jpg.  

Driving directions and parking information http://www.leg.wa.gov/common/maps/parking.htm
The following are web links for the Appendixes A, B, C, D:
09205 Office Supplies Toner and Paper (Desktop Delivery) – Appendix A
http://www.ga.wa.gov/pca/bids/09205-Appendix-A.xls
09205 Proposer Info Grids (Desktop Delivery) – Appendix B
http://www.ga.wa.gov/pca/bids/09205-Appendix-B.xls
09205 Mandatory Requirements Checklist (Desktop Delivery) – Appendix C
http://www.ga.wa.gov/pca/bids/09205-Appendix-C.doc
09205 Minimum Reporting Requirements (Desktop Delivery) – Appendix D
http://www.ga.wa.gov/pca/bids/09205-Appendix-D.xls

NOTICE OF INTENT TO RESPOND

STATE OF WASHINGTON
Office Supplies, Toner and Paper (Desktop Delivery)
Please return this form via fax no later than 5:00PM PACIFIC TIME on Monday, October 24, 2005 at (360) 586-2426.  Please note:  The State requests that you return this form whether or not you intend to participate.  

Company Name:



Contact Name:



Contact Title:



Address:



Telephone:



Cell Phone:



Email:



Fax:



Mark one of the following:




We do plan to respond to this RFP with a proposal; we plan to bid on:



____  Office Supplies




____  Toner




____  Paper




We do not plan to respond to this RFP

Reason if you do not plan to respond:








If you do plan to respond to this RFP with a proposal, do you plan to participate in the pre-proposal conference scheduled for Thursday,,October 27, 2005?  (Yes/No)   


 

If yes, will you dial in or attend in person?  ___________
Name/Title:


Signature:
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1 ANNOUNCEMENT AND SPECIAL INFORMATION

Proposers are required to read and understand all information contained within this entire proposal package.  The Competitive Procurement Standards, which are referred to in this Request for Proposal (RFP) are not automatically printed or sent out with this RFP.  By responding to this RFP the proposer agrees to read and understand these documents.  These documents are available on our website at http://www.ga.wa.gov/pca/cps.htm. 
In support of the State’s economic and environmental goals, we encourage you to consider the following elements in responding to this RFP.  These are not a factor of award (unless otherwise specified in this document):

· Using environmentally preferable products and products that exceed EPA guidelines

· Supporting a diverse supplier pool, including small, minority, and women-owned firms

· Featuring products made or grown in Washington

1.1 PUBLIC DISCLOSURE
Proposal information, including price sheets, will not be available for public disclosure until after award of the contract.  At the time of bid opening, only the name of the proposer and time of proposal receipt will be read aloud.
1.2 PRE-PROPOSAL CONFERENCE 
A pre-proposal conference is scheduled herein. While participation is not mandatory, it is strongly encouraged. You are encouraged to submit questions in writing prior to the pre-proposal conference.  Proposers’ representatives attending the pre-proposal conference should take thorough notes; clarifications may occur at the meeting. Your company may continue to receive amendment notifications from our office addressing specific changes to this RFP.  Actual changes to the RFP will be published, as needed, as amendments. For additional information, please contact the RFP coordinator.
1.3 SCHEDULE OF EVENTS
	Pre Proposal Meeting Date:
	October 27, 2005

	Pre Proposal Meeting Time:
	8:30 AM

	Pre Proposal Meeting Location:
	Department of Labor and Industries (L&I) Auditorium

7273 Linderson Way SW

Tumwater, WA 98501

	Pre Proposal Dial In Information (for participation via teleconference):
	Dial in: 866.822.8400

Participant Code: 415.901.4700

	Formal Deadline for Submission of Questions:
	October 31, 2005 




	Proposal Opening Date:
	November 9, 2005

	Proposal Opening Time:
	2:00 PM

	Proposal Opening Location:
	Office of State Procurement

General Administration Building  Room 201

Corner of 11th and Columbia

Olympia Washington  98504-1017


1.4 SCOPE
A. Overview: As part of the Washington SmartBuying Partnership supported by the Governor, all State agencies, higher education institutions, and Community and Technical Colleges are collaborating on their procurement of Office Supplies, Toner and Paper.  This contract will allow for desktop delivery.  A separate RFP exists for bulk purchasing (warehouse delivery) of Office Supplies, Toner, and Paper.  The pricing, quality, and service levels obtained through this process are expected to be more aggressive than any individual state entity may currently have with your company.  
B. Scope: The scope of the procurement for Office Supplies, Toner and Paper (Desktop Delivery) consists of the following modules: 

Module 1:  Office Supplies - Office Supplies and related products
Module 2:  Paper in Ream and Carton quantities – Multipurpose, Printing and Duplicating
Module 3:  Toner - Laser Printer Toner Cartridges; Inkjet Cartridges; Copier Toner Cartridges

You may submit proposals for one or more modules.  

The state reserves the right to award each module to a different proposer, multiple modules to the same    proposer, make multiple awards within modules, or not to award a module, as determined to be in the best interests of the state.  
C. Estimated Usage:  In aggregate, annual spend by state agencies, higher education institutions, and Community and Technical Colleges for desktop delivery of Office Supplies, Toner and Paper is in excess of $15 million (based on historical prices): approximately $7 million on Office Supplies, $8 million on Toner, and $0.2 million on Paper.  An additional, significant amount is spent by political subdivisions with access to state contracts.  While there is no guarantee that the state will continue to require the same volume of Office Supplies, Toner and Paper, the expectation is that the state's purchase volumes will be close to the amount outlined above.  
D. Contract Users: In addition to state agencies and institutions of higher education, it has been our experience that a number of other non-state entities, which include political subdivisions, towns, municipalities and K-12 schools, currently utilize the statewide price agreements negotiated by the state.  These entities, members of the Washington State Purchasing Cooperative (for online member list, refer to https://fortress.wa.gov/ga/inet/servlet/PCACoopListSv), make purchases in Office Supplies, Toner and Paper that will add significant additional contract value to the state’s purchases. It is the state’s goal to encourage the non-state entities to use the statewide price agreement(s) resulting from this RFP.  Increased utilization by the non-state entities significantly enhances the business opportunity for the winning proposer(s) without having to participate in additional RFP processes with these individual non-state entities.  All non-state entities using the statewide agreements should follow the contractual terms and conditions specified in those agreements.  Contractors are not required to provide Office Supplies, Toner and Paper to any non-state entity using the statewide agreement should that entity not comply with the terms and conditions of the statewide agreements.
E. Contract Designation: This contract is designated as CONVENIENCE USE for Authorized Purchasers.  Please note that state agencies and institutions of higher education will be strongly encouraged to use this contract, and that their contract spending patterns will be closely monitored and reported.  As part of the governor’s SmartBuying program, the State has embarked upon a program, Utilization and Savings Monitoring (USM), which will provide detailed insights into spending patterns by agency/institution for many SmartBuying purchase areas such as Office Supplies.  Results will be measured on a monthly basis beginning in early 2006 and reported periodically.
F. Term:  The initial contract award shall be for thirty-six (36) months, with the option to extend the contract for additional terms or portions.  Extensions will be subject to mutual agreement.  The total contract term will not exceed 6 years, unless an emergency exists and/or special circumstances require a partial term extension; partial term extensions will be month to month.  
2 CHECK LIST
This checklist, to be submitted as an attachment to the Letter of Proposal described in Section 6.4A, identifies the proposal documents that must be submitted with each package.  Any proposals received without these documents may be deemed non-responsive and may not be considered for award.

	Submittal entitled:  Letter of Proposal (including Offer and Award [section 3.1] and Appendix C [see link on cover page])
	

	Submittal entitled:  Proposer Information (Appendix B – see link on cover page) 
	

	Submittal entitled:  Cost Proposal (Appendix A – see link on cover page) 
	

	Submittal entitled:  Certifications (Certification of Recovered Materials [section 3.2], Certification of Inmate Wages [section 3.3], etc)
	

	Submittal entitled:  Additional Copies of Proposal (see section 6.4)
	

	Submittal entitled:  Proprietary Data (see section 6.4 D)
	


3 PROPOSAL SUBMITTALS
3.1 OFFER AND AWARD

Proposers are required to read and understand all information contained within this entire RFP package.  There are some standard documents, which are referred to in this RFP package that are not automatically printed or sent out.  For example, Competitive Procurement Standards (Standard Terms and Conditions, Instructions to Bidders, Definitions), are binding terms of this contract.  It is important that you read and understand these documents.  These documents are available on our website at http://www.ga.wa.gov/pca/cps.htm.  If you do not have Internet access, you may contact the RFP coordinator to obtain copies of any and all documents contained in this package.
STANDARD DEFINITIONS revised 06/02/03
STANDARD INSTRUCTIONS FOR BIDDERS revised 06/02/03
STANDARD TERMS AND CONDITIONS revised 06/02/03
Proposer further offers to furnish materials, equipment or services in compliance with all terms, conditions, and specifications herein including all amendments. Submitting this document with an authorized signature constitutes complete understanding and compliance with the terms and conditions and certifies that all-necessary facilities or personnel are available and established at the time of proposal submittal.

	(Company Name)
	
	(Typed or Printed Name)

	
	
	

	(Address)
	
	(Title)

	
	
	

	(City)

(State)

(Zip)
	
	(Phone No.)

	
	
	

	(Federal Tax Identification Number)
	
	(Proposer’s Signature)

(Date)

	
	
	

	Email
	
	


CONTRACT AWARD

(For State of Washington Use Only)
A contract is hereby awarded between the above company and the State of Washington, Office of State Procurement, Purchasing and Contract Administration, to be effective 


, Year

.  This is a Partial/Total award for 




.

Authorized Signatures

	
	
	
	
	
	
	

	(RFP coordinator)
	
	(Date)
	
	(Purchasing Manager)
	
	(Date)


3.2 CERTIFICATION OF RECOVERED MATERIALS

Please provide Certification of Recovered Materials as appropriate.  For details, refer to http://www.ga.wa.gov/PCA/Forms/EPA-Guideline-List-of-Products.doc or main page
http://www.ga.wa.gov/PCA/regulat.htm 
Please refer to Section 6.4 for format of response.  
3.3 CERTIFICATION OF INMATE WAGES

To receive consideration, eligible proposers requesting preference under RCW 43.19.535 must complete and submit a Certificate of Inmate Wages form with their proposal.  This form is available via our Internet site at http://www.ga.wa.gov/PCA/Forms/Certification-of-inmate-wages.doc or main page
http://www.ga.wa.gov/PCA/regulat.htm, or by calling (360) 902-7400.
Please refer to Section 6.4 for format of response.  
4 PROPOSAL EVALUATION

4.1 EVALUATION / AWARD
A.
Responsiveness:  Proposals must be submitted prior to or on the due date and time as noted in the schedule.  Original documents will be stamped at OSP with date and time received.  Proposal must provide responses to all RFP requirements as presented in this document. Proposal must be accompanied by an original signed “Offer and Award” form.  Proposals arriving by Fax will be deemed non-responsive.
The Letter of Proposal (see section 6.4 A) will be reviewed for completeness. Proposers that do not explicitly indicate their acceptance of the Terms listed in Section 5.1, 6.1, 6.2, 6.3, 6.4, 6.5, and 6.6 A of this RFP, as part of their Letter of Proposal, may be deemed non-responsive.
B.
Evaluation Criteria Point Summary:  The following is a summary of evaluation criteria with the point values assigned to each.  These will be used in the evaluation of proposers’ proposals.  Each product category (Modules 1, 2, and 3) will be evaluated on a 1000 point basis.
	Criteria
	Points

	Service
	200

	Account Management
	50

	Business Information
	50

	Cost
	700

	TOTAL
	1,000


An Evaluation Committee comprised of State of Washington personnel will conduct the non-cost evaluation. Non cost factors account for 30% of the total available points. 
C. Description of Evaluation Criteria:  Below we have provided a brief description of each of the evaluation criteria.  The evaluation of proposals will be based on a thorough review of responses to Sections 6.6 B. under each of the following subcategories.
1.   Service:  200 points – Please see Section 6.6 B 1
a. Demonstrated ability to promptly meet the requirements of the state, as well as all stated Terms and Conditions

2. Account Management:  50 points – Please see Section 6.6 B 2
a. Strategy for managing contract and customer service approach 
                     b. Reporting capabilities

         c. Implementation and communication of new contract as necessary

  3. Business Information:  50 points – Please see Section 6.6 B 3
a. Length of time in business

b. Experience with other government and private sector entities

c. References


  4. Cost:  700 points
Combination of price, incentives and other cost components that offer the best value for the state.              Proposers’ cost proposals will be compared against other responsive proposers and the points will be awarded accordingly. The cost scoring will take into account the proposed prices (600 points) as well as incentives and other cost components (100 points).   
D. Scoring Methodology
1. Cost Scoring
Proposers may receive up to 700 points in the cost evaluation of the RFP.  600 points are available for price, and 100 points are available for cost-related incentives.  A separate cost score will be calculated for each proposer for each module.
Up to 600 points are available for price; the scores for price will be based on weighted average cost.  For each product group, the cost will be calculated for both “essentials” and “non-essentials” (as applicable) using proposer prices and the projected quantities provided in the RFP (please refer to section 6.4 B for descriptions of Essentials and Non-Essentials Lists).  A total cost will then be computed by combining the two, using weights to reflect the state’s projected spending on “essentials” and “non-essentials.”  The lowest cost offer will get the maximum number of points for price, with proportionally fewer points for higher cost offers. 

Up to 100 points are available for cost-related incentives. There are several incentives areas which will be considered for scoring purposes, including purchasing card usage discounts, electronic payment discounts, payment term discounts, volume leverage discounts, electronic ordering rebates, order size discounts, and centralized delivery discount.  A set number of points will be available for each incentive type, all adding up to 100.  The most beneficial offer for each incentive will get the maximum number of points, with proportionally fewer points for other offers.  
For each cost-incentive, all proposers will be scored relative to other proposers using the formula below:


For example, if the most beneficial offer under “electronic ordering rebate” is 2%, the proposer(s) who proposed a 2% rebate will receive the full points for the incentive.  Proposers who propose a 1% rebate receive 50% of the maximum points for their electronic ordering rebate offer, and so forth.

2. Non-Cost Scoring

Proposers may receive up to 300 points in the non-cost evaluation of the RFP – 200 points for service, 50 points for account management, and 50 points for business information.  Weightings will be determined by the relative importance each sub-criteria holds in the evaluation process.   The state’s evaluation committee members will then rate each proposer across each non-cost evaluation category in each sub-criterion on a 0 – 5 scale, with 5 being the top score achievable.  These ratings will then be weighted, converted to a point system and summed to develop a composite score for each non-cost evaluation category.  The composite scores for the three main evaluation categories will then be summed to determine the total non-cost score for each proposer.  

4.2 AWARD APPROACH
BACKGROUND
Contract Item Price Exposure

The Office of State Procurement understands the government market for office supplies, toner, and paper is very competitive.  The expectation is that proposal prices will be very close with minimum overall variability.  In order to minimize the state’s exposure to unreasonable line item proposal price variability, the state intends to use the proposal data from responsive and responsible proposers to establish a maximum item price for the resulting contract hereafter referred to as the Maximum Contract Item Price.  
OVERVIEW

Maximum Contract Item Price Methodology

For the purpose of this calculation only the non-zero lowest item price received from responsive and responsible proposers will be used as the lowest item price from which to calculate the Maximum Contract Item Price.  The Maximum Contract Item Price will be calculated by multiplying 1.20 times the lowest item price received from responsive and responsible proposers.  

Proposers’ Responsiveness Requirement for Maximum Contract Item Price
Proposers hereby agree, if selected as the apparently successful proposer with the most RFP points, to revise those item pricing proposals that are higher than the calculated Maximum Contract Item Price to a Contract Item Price that is no greater than the calculated Maximum Contract Item Price.  Such Maximum Contract Item Price adjustments are a post proposal evaluation action and shall not be construed as a means to improve a proposer’s proposal evaluation opportunity.  Proposers who do not comply with this requirement for Contract Item Pricing that does not exceed the calculated Maximum Contract Item Price will be deemed non-responsive and their proposal will be rejected.  

State’s Negotiation Option for Maximum Contract Item Price

In negotiations with the apparently successful proposer the state may at its sole discretion choose to waive the Maximum Contract Item Price requirement for not more than 10% of the items in any one award category module.  The state reserves the right to further negotiate with the apparently successful proposer for further proposal improvements.   
PROCESS OUTLINE

The proposals will be evaluated for other responsiveness criteria, scored for cost and non-cost factors, and apparently successful proposer(s) determined.  
The apparently successful proposer shall receive a copy of its proposal prices juxtaposed against one column that contains the Maximum Contract Item Price for each item bid and another column requesting revised contract prices.    

The apparently successful proposer shall be instructed to complete the cells next to the Maximum Contract Item Price with its revised contract price for items where its proposal exceeded the Maximum Contract Item Price.  The revised contract price cannot exceed the Maximum Contract Item Price next to it, but may be less than the Maximum Contract Item Price.  

The apparently successful proposer shall be instructed to bring its updated contract pricing to a contract negotiation event.  At the contract negotiation event, the apparently successful proposer may ask the state to waive the Maximum Contract Item Pricing for no more than 10% of the line items in any one product category/module.  In negotiations the state will determine to what extent, if any, it will waive the requirement for Maximum Contract Item Pricing.  
5 CONTRACT REQUIREMENTS
5.1 RETENTION OF RECORDS

The contractor shall maintain, for at least three years after completion of this contract, all relevant records pertaining to this contract.  This shall include, but not be limited to, all records pertaining to actual contract performance from the date of contract award.  It shall also include information necessary to document the level of utilization of MWBEs and other businesses as subcontractors and suppliers in this contract as well as any efforts the contractor makes to increase the participation of MWBEs.  The contractor shall also maintain, for at least three years after completion of this contract, a record of all quotes, bids, estimates, or proposals submitted to the Contractor by all businesses seeking to participate as subcontractors or suppliers in this contract.  The State shall have the right to inspect and copy such records.  If this contract involves federal funds, Contractor shall comply with all record keeping requirements set forth in any federal rules, regulations, or statutes included or referenced in the contract documents.
6 SPECIAL TERMS AND CONDITIONS 
6.1 CONTRACTOR PERFORMANCE

The state, in conjunction with purchasers, monitors and maintains records of Contractor performance.  Said performance shall be a factor in evaluation and award of this and all future contracts.  Purchasers will be provided with product/service performance report forms to forward reports of superior or poor performance to the contract administrator.
6.2 PURCHASING CARD AND ELECTRONIC FUNDS TRANSFER ACCEPTANCE 
In an effort to streamline the purchasing and payment process, the State is encouraging agencies to use the state contracted purchasing card to facilitate small dollar purchases.  Also, many state entities make payments via electronic funds transfer.  It is mandatory that contractors accept credit card purchases and electronic funds transfer.  Please indicate in Appendix B.1 which credit card(s) you presently accept and in Appendix A.5 any payment discounts you may offer the state for payment via either of these methods.  The current card available for state agency use is a VISA product.

6.3 PROPOSER COMPLIANCE

The State reserves the right to consider the actual level of proposer’s compliance with the requirements specified in this RFP, and to consider a proposal responsive if it substantially complies with the state’s intent relative to overall proposal requirements and specifications.
6.4 FORMAT OF RESPONSE
Proposals are to be prepared on 8-1/2 X 11” paper and placed in 3-ring binders with tabs separating the major sections (note: 3-ring binders are requested in this response despite language in the Competitive Procurement Standards that discourages their use).    Hard copies of original pricing sheets are to be included in one section as shown in the format outline.  Each section and category is to be clearly identified, and include all information as requested.  Failure to respond in required format may be grounds for finding a Proposal non-responsive. The tabbed sections are:
· Proposer’s Letter of Proposal (including original signed Offer and Award form)
· Cost Proposal
· Proposer Information

· Proprietary Data
· Certifications
Proposers will submit an original Proposal, clearly labeled “Original,” and 6 exact copies of their complete original (a total of 7 binders).  
The Proposal in its entirety must be valid for a minimum of 90 days from the date of submission.
A.
Letter of Proposal:  Each responsive proposal will contain a Letter of Proposal. The Letter of Proposal will provide an overview of the proposer’s proposed program, a clear presentation of the Eligibility and Qualifications of the proposer as requested in Section 6.5 of this document and proposer’s explicit acceptance of all Standard Terms, as well as Terms stated in Sections 5.1, 6.1, 6.2, 6.3, 6.4, and 6.6 A of this RFP, and proposed approach to comply with the terms and requirements therein.  The Letter must also contain the proposer’s response to the Service, Account Management, and Business Information Factors listed in Section 6.6 B of this RFP.
The letter shall also present any applicable information not otherwise requested.

As an attachment to your Letter of Proposal, please complete Section 2 of this RFP (proposal document checklist) and Appendix C (checklist of Mandatory Requirements outlined in Section 6.6 A).  

B.
Cost Proposal (Price Sheets):  In conjunction with Competitive Procurement Standards, Proposers are to provide all pricing information on a CD-ROM, as well as the required hard copies of their pricing response. The CD-ROM must included in the original copy binder. If any pricing differences occur between the original hard copy and the CD-ROM received, only the CD-ROM pricing will be accepted.  Proposals are to be submitted on the price sheets/forms that are being provided with this RFP in MS-EXCEL spreadsheet format in Appendix A.  Failure to provide pricing in the formats specified may be grounds for finding your proposal non-responsive.
For the three desktop delivery modules that comprise this RFP, Contract Users’ representative annual usage of individual Office Supplies, Toner and Paper items is listed in various Excel tabs in the file “RFP Office Supplies, Toner and Paper (Desktop Delivery) – Appendix A.xls” which forms Appendix A of this RFP.  Since the number of individual Office Supplies, Toner and Paper SKUs purchased by Contract Users is very high (>20,000) we have created Essentials Lists for Office Supplies, Toner and Paper.    For Office Supplies, Appendix A.1, “A.1 Office Supplies Essentials” tab, proposed pricing should be aggressive since it represents the most common high spend Office Supplies items purchased. Similarly, Toner (Appendix A.2) and Paper (Appendix A.4) Essentials Lists representing the highest spend items in these product categories are on other tabs within the spreadsheet.  Appendix A.3, the “A.3 OS,Toner NonEssentialsPrcng” tab, represents the next most commonly purchased items.  The discount off list (which shall be applied to a non-proprietary, industry standard price list) offered for these items will be applied to your entire catalog of office supplies items and toner items, except for Essentials List items.  In all cases, propose pricing in the highlighted cells ONLY.  Appendix A.5, the “A.5 OSTP Discounts” tab, should be completed and returned by proposers proposing on one or more product categories; this tab provides opportunities for proposers to customize their proposals.
For each item, please provide a price or bid for the specified product requested wherever possible.   Note that by not providing a price for the specified product you will be implying that the product is not included in your most current catalog and is not available to you through independent distribution channels. Proposers found to be misrepresenting this information may be disqualified. In the case of house branded items, provide a price for your equivalent in the “Specified Product” column if the house brand SKU specified is not your own; the State will treat these equivalent products as exact matches during the scoring process.  When proposing your equivalents to house brand SKUs, please submit documentation sufficient to establish that these products are at least equal in quality and performance to the specified product. Refer to Section 6.6 A of this RFP for a detailed explanation of this requirement.  The State may, at its discretion, reject any offers that do not cover at least 95% of the items listed in the Essentials List of the module(s) a vendor is bidding on.,
IMPORTANT: Even if you have provided a price for the specified product, you are strongly encouraged to suggest a more cost effective item in the “Substitute Product” columns.  Please keep in mind that the state will not use substitute items for evaluation purposes.  At the time of award, State will inform the winning proposer(s) which substitute items it wishes to select at the prices proposed during the RFP process.  It is expected that the winning proposer(s) will work cooperatively with the State in the future to incorporate substitutes into and/or reduce the number of items on the Essentials Lists.  Please provide complete information on the substitute product by filling in all the columns under “Substitute Product.”
Enter all information directly into the relevant Excel spreadsheet cells in “number” (two-place decimal), not “currency” or other format unless otherwise stated.  That is, omit dollar signs, commas, and any other non-essential symbols.  (e.g., $7.90 must be entered as “7.90”.)  Proposal prices must be:

· In US Dollars 

· Valid for a minimum of 90 days from the date of proposal submission

Enter “n/a” to indicate not available or “0” if there is no charge.  Cells left blank will be interpreted as “no bid” or “not proposed.”
C.
Proposer Information:  Please complete all requested fields in Appendix B, the MS Excel file entitled “Proposer Info Grids (Desktop Delivery) - Appendix B.xls.”  Appendix B.1 “Proposer Info,” Appendix B.2 “Delivery & Distribution,” and Appendix B.3 “References” each have sections that need to be populated.  
D.  Proprietary Data:  Any document(s) or information which the proposer believes is exempt from public disclosure under The Public Disclosure Act (RCW 42.17.310), or under The Uniform Trade Secrets Act (RCW 19.108.010) shall be clearly identified by proposer and placed in a separate envelope marked with Proposal number, proposer’s name, and the words “Proprietary Data” along with a statement of the basis for such claim of exemption.  The state’s sole responsibility shall be limited to maintaining the above data in a secure area and to notify proposer of any request(s) for disclosure within a period of five (5) years from date of award.  Failure to clearly label such materials, or failure to provide a timely response after notice of request for public disclosure has been given, shall be deemed a waiver by the proposer of any claim that such materials are in fact so exempt.

E.
Certifications: Please include copies of any necessary certifications, including those referenced in Section 3.2 (Certification of Recovered Materials) and Section 3.4 (Certification of Inmate Wages).
6.5 SUPPLIER ELIGIBILITY/QUALIFICATIONS

A. Eligibility:  To be eligible, proposers must be able to meet award criteria.  Proposers must be able to support state agencies, institutions of higher education, qualified political subdivisions and non-profit corporations throughout the State of Washington for the duration of the contract.

B. Qualifications:  The successful proposers must be licensed to do business in the State of Washington, as required by State Law.

6.6 REQUIREMENTS AND EVALUATION FACTORS



A.
Desktop Delivery Mandatory Requirements – Office Supplies, Toner, and Paper:
1.
Pricing:  During the term of any resulting contract, Contractor is to commit to providing Washington pricing and responsive service to each of the contract users.

The State makes the following requirements on the pricing offered as part of its desktop delivery Office Supplies, Toner and Paper contract.
	Pricing requirement
	Description of requirement
	Applicable Product Groups

	
	
	Office

Supplies
	Toner
	Paper

	All-inclusive pricing 
	The State is requesting individual, unit pricing for items in Appendix A.  This price must include all costs (including delivery and shipping costs) associated with the item for deliveries of $50 or above.  Note that a delivery may include multiple orders delivered by the Contractor in one visit.  Deliveries falling below minimum activity level will be shipped and billed at an established percentage of the Contractor’s rates with its carrier.  Note that the delivery and shipping costs referred to here are those for normal shipping, and not rushed orders.
	X
	X
	X

	Program Cost Recovery Charge (PCRC)
	All administrative costs for the management of the resulting contract will be born by the awarded Contractor. The Contractor shall submit, along with required reports, a quarterly administrative remittance equal to 1.5% of total sales activity.

Client agencies using the contract are not to be charged usage fees for activity on this contract.  
	X
	X
	X

	Additional Costs
	The Contractor will not invoice the State for any additional costs or service fees during the term of this agreement (except as described in this RFP.)
	X
	X
	X

	Correcting Errors - Returns


	There will be no return fees for inaccuracies or other errors on the part of the Contractor.
Any rush delivery that occurs as a result of Contractor’s error will be free of charge.  No handling surcharges will be added or discounts lost for such rush or expedited orders.
	X
	X
	X

	Special Educational or Promotional Discounts
	The Contractor shall extend special educational discounts to institutions of higher education or promotional sales discounts to all purchasing entities immediately during the term of this contract.  Such notice shall also advise the duration of the specific sale or discount price.
	X
	X
	X


Additional specific service levels that Contractor is required to perform at no extra charge are summarized in the following table.

2. 
Service Requirements:
	Service
	Description of Service to be Provided at

NO Additional Charge
	Applicable Product Groups

	
	
	Office

Supplies
	Toner
	Paper

	Delivery Times
	The State requires Contractor(s) to have the ability to deliver orders within 2 business days to Contract Users.  Additionally, paper ordered by the carton or ream shall be delivered in at most three business days.  
	X
	X
	X

	Fill Rate Guarantee
	Contractor shall maintain a fill rate of 98% for contracted Essentials List items.  Contractor shall also maintain a 95% fill rate on the Full Line catalog.  (Fill rate is defined as the total number of requisition lines filled divided by the number of lines requested over a monthly period).
	X
	X
	X

	Delivery Location
	Contractor or assignee shall make delivery of each order to an inside location (e.g. warehouse, department, etc.) as directed by Purchase Order, Direct Order, P-Card Order, Fax/Phone/Online Order, as required by the ordering customer.  Contractor shall comply with parking and delivery regulations (times, locations, permits, etc.) required by the ordering customer.
	X
	X
	X

	Test Samples as Requested and Reasonable
	When requested, Contractor(s) will be required to supply sample products in sufficient quantities for testing purposes. Samples shall be provided within 4 working days when requested by Contract Users. 
	X
	X
	X

	Quality Assurance Guarantee
	The Contractor(s) shall guarantee its products to be free from defects in materials and workmanship, given normal use and care, over the period of the manufacturer warranty.  The terms of this contract will supersede any language to the contrary on purchase orders, invoices or other documents provided by the Contractor(s), manufacturer(s) or other sources.  The Contractor(s) shall agree to repair and/or immediately replace without charge (including freight both ways) to Contract Users any product or part thereof, which proves to be defective or fails within the warranty period as specified. 
	X
	X
	X

	Payment Terms
	Standard payment terms for Contract Users are net 30 days from product delivery or invoice receipt, whichever is later. No payments will be made for products that do not meet agreed upon pricing, quality, or other requirements.
	X
	X
	X

	Substitute Items
	In cases where an ordering customer’s exact product order cannot be filled by contractor’s stock, but a close substitute is available (e.g. different brand of functional and quality equivalent), a substitute item may be shipped only with ordering customer’s approval.  It is the contractor’s responsibility to obtain and document such approval. Such approved substitutes will not count against the Contractor in their obligation to meet the fill rate of contracted items.
	X
	X
	X

	Online Catalog Limitation

&

Restricted Items Order Flag
	By code the agencies and institutions of the State of Washington are required to procure particular goods from mandatory sources and prohibited from using public monies for purchase of other goods.  The Contractor shall be able to block, according to ordering customer, sections of its online catalog from view in order to help agencies uphold the code.   Similarly, the Contractor shall be able to program its ordering system to flag restricted items and affirm that the ordering customer has received appropriate approval before releasing the items; this requirement is especially important for non-online ordering.
	X
	X
	X

	Ordering Methods
	The State of Washington requires Contractor(s) to accept orders via written purchase order, telephone, fax or computer on-line systems. Contractors must also have a local Washington telephone number, or a toll free (e.g. “800”) number.  Each Contract User is responsible for placing its own orders, which may be accomplished by written purchase order, telephone, fax or computer online systems.  
	X
	X
	X

	Billing Accuracy
	Contractor must maintain a minimum 99% billing accuracy rate (based on transaction lines), and any errors in billing must be immediately corrected and the difference to the customer refunded within two working days.
	X
	X
	X


3.
Product Requirements:  The State makes the following requirements for the products purchased on its Office Supplies, Toner, and Paper contract.

	Requirement
	Description of Product Requirement
	Applicable Product Groups

	
	
	Office Supplies
	Toner
	Paper

	Price Increases / Decreases - Paper
	Contractor requests for price adjustments are to be substantiated to the contract administrator with price data from Pulp and Paper Weekly, copies of invoices paid by the Contractor to its suppliers, and/or other substantiation of then-current market conditions. Following a first 90-day fixed price period following contract execution, price revisions may be considered at the beginning of every quarter (1st day of January, April, July and October) or on a schedule mutually agreed upon by the State and the Contractor. As the price index/indices change from the prior three-month interval, the State of Washington’s price for paper will change by the same percentage. 
	
	
	X

	Price Escalation / De-Escalation – Office Supplies and Toner
	Price adjustments may be permitted for changes in the contractor’s cost of materials. No price increases shall be authorized for 365 calendar days after the effective date of the contract on Office Supplies and Toner product groups.  Price increases may be permitted only at the end of this period.  All instances of price adjustment require verification to the satisfaction of the contract administrator.  In no case may a price increase result in a higher real, or percentage, profit increase to the Contractor on those items.  Price decreases are subject to implementation at any time and must be immediately conveyed to the State.

Contractor must give not less than 30 days advance notice of any requested price increase to the purchasing office.  Any approved price changes shall be effective only at the beginning of the calendar month following the end of the full 30 day notification period.  The contractor must document the amount and proposed effective date of any general change in the price of materials.  Documentation must be supplied with the Contractor’s request for increase which will:  (1) verify that the requested price increase is general in scope and not applicable just to the State of Washington; and (2) verify the amount or percentage of increase which is being passed on to the Contractor by the Contractor’s suppliers. 
The Contractor must fill all purchase orders received prior to the effective date of the price adjustment at the old contract prices.  
	X
	X
	

	Acceptable Brands & Products - Paper
	Only papers listed in the 38th Edition (2004 – 2005) of The Competitive Grade Finder or as otherwise accepted by Grade Finders, Inc. for publication in subsequent editions will be considered acceptable for pricing offers in Appendix A.4.  For products not listed in the current Competitive Grade Finder, a copy of Grade Finders’ letter of acceptability must be included with your returned RFP response.   
	
	
	X

	Acceptable Brands & Products – Office Supplies
	In the case of house branded items, if the product specified is not your own you may offer an equivalent product that meets or exceeds the function, characteristics, performance and endurance qualities of the product specified.  For all such items the Proposer must certify that the function, characteristics, performance and endurance qualities of the material offered is equal or superior to that specified. Note that the above stated restriction also applies to sample SKUs listed in Appendix A.3 (OS, Toner Non-Essentials Pricing).
	X
	
	

	Returns – Toner
	Delivery cartons shall be suitable for return of expended cartridges.  Proposer shall provide postage paid labels for return of cartridges, or provide a pick-up service for expended cartridges.
	
	X
	

	Remanufactured Toner Cartridges – Product quality, performance and packaging requirements
	Remanufactured toner cartridges shall be packaged and sealed in an anti-static bag meeting or exceeding OEM standards. 

Performance: A new cartridge made by the original manufacturer shall serve as the control cartridge. The rejuvenated cartridge shall produce a quality of print equal to that of the control cartridge and shall be capable of retaining this quality of print to produce a number of copies equal to the capacity of the control cartridge. Contractor shall retain the control cartridge and test prints from the rejuvenated cartridge for inspection. 

Warranty: The rejuvenated cartridge shall not cause damage to any printer for which it is intended. A warranty shall be provided with each cartridge, guaranteeing to clean, repair or replace any part of the printer damaged or adversely affected by the use of the rejuvenated cartridge. The warranty shall also guarantee to replace, or refund the cost of any cartridge that fails to meet the requirements of this specification.  

Packaging and Returns: Contractor shall deliver rejuvenated cartridges individually sealed in a moisture-proof, light-proof container and adequately protected in a carton for transportation by usual means. Contractor shall include with each cartridge a copy of the warranty, a copy of test pattern printed by rejuvenated cartridge, and installation instructions.  Delivery cartons shall be suitable for return of expended cartridges. Contractor shall provide postage paid labels for return of cartridges, or provide a pick-up service for expended cartridges.
	
	X
	

	Packaging & Marking
	Unless otherwise specified herein, all Mill Brand packaged fine papers offered through this RFP must be mill cut (splitting or sheeting of paper by wholesalers or the contractor is not allowed).  Cut sizes shall be ream sealed and labeled; reams must be carton packed and labeled.
Individual shipping cartons must be labeled with the name of the ordering agency, order number, contract number, contractor, state stock numbers, and where applicable, date of manufacture, batch number, storage requirements, conditions, and recommended shelf life.  Proposers are encouraged to offer product packaging with recycled content.
	
	
	X

	Certification of Recycled Content
	Proposer shall submit with returned Offer a Letter of Certification from the paper mill for each recycled paper item, verifying that the paper offered meets or exceeds the requirements set forth in Executive Order 05-01 (http://governor.wa.gov/actions/orders/eoarchive/eo05-01.htm):  Specifically, recycled paper must have a minimum of 30% post consumer recycled content.  Each Letter of Certification shall state the minimum waste paper and post-consumer waste content and shall be accompanied by a mill specification for the brand quoted.  Mill specification shall list the minimum basis weight, caliper, opacity, and brightness for the product offered. 
	
	
	X

	Recycled Content
	Contractor must be able to identify in its full-line product catalog which of the products from its office supplies and paper line are made from recycled materials. 
	X
	
	X


4.
Reporting Requirements:  The State requires detailed monthly usage reports that contain at a minimum the data fields shown in the file “Minimum Reporting Requirements (Desktop Delivery) - Appendix D.xls”
B.
Desktop Delivery Evaluation Factors – Office Supplies, Toner, and Paper:  Please address your ability to meet each desirable term outlined below.  Can you meet each item, and if so, how?  Please be sure to respond to each desirable term outlined in paragraph format as well as the bullets that follow.  Responses should be thorough yet concise.  Each of your responses will be evaluated.  
1.
Service:  This section lists the service levels that the State is seeking from potential proposers.

a.
Product Availability:
Contractors should agree that there will be no cancellation of products used without an equal and acceptable replacement approved by the designated State of Washington representative during the term of the agreement.  Contractors should communicate manufacturer’s discontinuation of any products to the contract administrator within five (5) business days of notification by manufacturer.  In such instances, Contractors shall work with the contract administrator(s) to identify and implement alternative options that shall maintain or reduce costs. Contractors will be prepared to offer detailed quarterly reports if requested by the State, displaying removed SKUs off of contract list and suggested replacements.  Contractors shall offer suggested replacements of discontinued products at least 30 days prior to substitution, including replacement part number, description, list price, applicable discount (which shall be the same or be greater than the discontinued items), and final price. 
· Describe your company’s ability to communicate manufacturers’ discontinuation of products and suggest replacements in the manner outlined above.
· Describe proposed Essentials List refresh cycles and procedures
b.
Customer Service:
The Contractor(s) should provide each of the designated contract users with customer service representatives to handle questions and resolve problems that arise.  At least one customer service representative should be available 8 to 5 PM Pacific time, Monday through Friday.  All service representatives should have online access to information to provide immediate responses to inquiries concerning the status of orders (shipped or pending), delivery information, back-order information, State-wide contract pricing, contracted product offerings/exclusions, billing questions or issues, contract compliance requirements, and general product information.  Representatives shall be available by phone (via local or toll free number), fax, or email.

Both Contract Users and the Contractor(s) will commit to quarterly reviews of internal customer satisfaction and will make consistent efforts to improve customer satisfaction.

· Describe your company’s approach to customer service, including how your program will meet the needs of the State given numerous ordering entities
c
Online Catalog and Ordering Capability:
Contractor's online catalog should provide help functions, order tracking, and related item prompts, as well as standard item status, price, description, and photo.  The Washington Desktop Delivery Essentials List catalog and price list (and its revisions) shall be available online at the time of Contract execution.  Contractors full-line catalog, complete with Washington pricing for each listed item under contract shall also be available online.  Online ordering capability shall be available to all users, and online orders placed by 4 PM Pacific time should qualify for delivery within two business days. Contractor will also be responsible for making available a customer service representative/technical support person to handle online orders and mitigate any order-related or technical issues.
· Describe your company’s online catalog and ordering capabilities
· Describe your company’s ability to provide agency specific online order platforms (i.e. ordering platforms that allow for agency-specific item blocking and markups, etc)
· Describe your company’s ability to identify products’ recycled content via online system
· Does your company’s online ordering website have the ability to interface with a State reseller’s website in order to provide end users with one-stop shopping?
d.
Freight Policy:
All shipments should be F.O.B. Destination and delivered to the specified location. Contractor(s) is responsible for filing and expediting all freight claims with the carrier.  The Contractor should pay title and risk of loss or damage charges.  Emergency/rush delivery requiring special shipping and handling should be at Contract Users' expense (with prior approval only).  Rush delivery that occurs as a result of the Contractor’s error should be free of charge.
· Describe your company’s proposed freight policy
e.
Shipping:
A packing label should be on each box and include the following items, visible on the outside of the box:

· Contract User

· Address

· Department and floor

· Contact

· Telephone number
A packing slip should also be included with each shipment, which will include at least the following information in no particular order:

· Line item description

· Quantity ordered

· Quantity included in shipment

· Any back order items

· Unit Price

· Number of parcels

· Purchase Order or Purchasing Card Number
· Agency name and department

· F.O.B. (destination)

· All information contained on the packing label
Unless otherwise specified, goods should be packaged in cartons meeting federal specifications.
· Describe your company’s ability to ship and pack in the manner outlined above 
f.
Returns:
Any materials delivered in poor condition, in excess of the amount authorized by the ordering customer or not ordered by the ordering customer may, at the discretion of the ordering customer, be returned to the Contractor at the Contractor’s expense within 30 days.  Credit for returned goods should be made immediately once contractor receives returned goods. 

If Contractor has either not picked up or provided for the return of rejected goods after 5 business days of notification of rejection, Contract Users may dispose of them as they see fit.  Contractor should credit Contract User for the price of the goods regardless.
· Describe your proposed return policy
g.
Training:
Contractor should provide training as necessary, at no additional cost to the State, on all aspects of ordering, delivery, return, and customer service processes.
· Describe your company’s ability to offer training, including any online offerings
h.
Delivery & Distribution:
In Appendix B.2, please provide the State with information on your delivery capabilities for all the product groups (Office Supplies, Toner and/or Paper) that you are making proposals for. 
2. 
Account Management:
a.
Contract Management:
· Describe your strategy for contract management, including the roles and responsibilities of the proposed account team that will handle contract management issues such as Essentials List refreshes.
b.
Reporting Requirements:
Contract Users require periodic usage and quality reports.  In the appropriate section of Appendix B.1, indicate at what level of sophistication and complexity you can provide the State with usage reports on a periodic basis.  You are also asked to send a sample of your current reporting capabilities.  These reports should include, but not be limited to, the following metrics: fill rates, delivery results, State of Washington contract number, usage by division and location.  The Contractor should furnish the Office of State Procurement with reports on a monthly and quarterly basis in a format mutually agreed upon by the State and the Contractor. These reports should be submitted by the 15th of the month, following the month or quarter for which the report is due.  Note: Section 6.6 A 4 and Appendix D describe mandatory reporting requirements.
c.
Implementation & Communication:
· Describe your proposed implementation plan, including all process steps you or the State must take, quality assurance steps, and associated timelines. 
· Describe your plans for communicating new contract to contract users statewide
· Detail the specific information, resources, and assistance you would require from the state (including timelines you will commit to if state provides necessary information) to proceed with implementation, establish service, ordering by various modes (e.g., fax, phone, internet), billing at accurate prices, and delivery within specified lead times.  If this varies by location, please specify how. 
· Describe how soon from contract award online ordering will be available to the state.  If phased (in terms of limited functionality vs. complete functionality), please specify.

· What is your experience implementing customer relationships of equivalent size/complexity? 

3.
Business Information:  Please populate the relevant tabs in Appendices B to complete this section of the RFP. Appendices B.1 and B.3 are located in the Excel file entitled “Proposer Info Grids (Desktop Delivery) - Appendix B.xls”. Please complete the following tabs in Appendices B:
a.
Proposer Information:
In Appendix B.1, please provide the state with your company’s contact information and statistics. All information provided will be considered public information unless you specifically state that you would like certain pieces to remain confidential. In these instances, it is the state’s discretion to accept your request for confidentiality.
b.
References:
In Appendix B.3, please provide a list of references.  If possible, include references that work in other governments or quasi-governmental bodies where you provided similar services to those you propose to provide to the State of Washington.
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