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1.1 Purpose/ Term

The State of Florida Department of Management Services’ Division of State Purchasing (“the
Department”) is requesting proposals from responsible Respondents to establish a State Term
Contract for Office and Educational Consumables. The initial term of the expected State Term
Contract will be for three (3) years, with the potential option for renewals as allowed by Section
287.057 (14)(a), Florida Statutes. The initial contract term is anticipated to begin on July 1, 2010.
Eligible Users of the new State Term Contract would include Florida state agencies, counties, cities,
universities, colleges and Other Eligible Users as defined in Rule 60A-1.005, Florida Administrative
Code (FAC).

Respondents should carefully review all Sections of this ITN with particular attention to
Section 2 (PUR 1001), Section 4 (PUR 1000), and Section 5 (Special Contract Conditions). All
Sections of this ITN must be accepted and will be incorporated into the Contract without
modification.

The State’s MyFloridaMarketPlace e-Procurement system Sourcing Tool (“MFMP Sourcing Tool”) will
be used to conduct this competitive event.

1.2 Scope

The scope of products for this Office and Educational Consumables solicitation are described in the
table below. The Product Categories listed in the column “Covered by another statewide agreement”
refers to categories covered by another State Term Contract, Alternate Contract Source, or State
Purchasing Agreement. State agency users are encouraged to use the existing State Term
Contracts for these items, but eligible users are permitted to purchase these items from the resulting
Office and Educational Consumables contract. All users are encouraged to compare statewide
agreements for best pricing.

In Scope Covered by another statewide agreement

Toner (OEM and Remanufactured)
IT Peripherals
Office Equipment

Safety Supplies
Cleaning Products
Lab Supplies

Office Consumables = |IT Hardware / Software

Educational Consumables = Printers

Art Consumables = Copiers

Paper (fewer than 10 cartons per order) = Bulk Paper (10 or more cartons per order)
Envelopes = Furniture

Examples of Product Categories contained in the scope of this solicitation are included the table
below. The table below is not meant to provide a comprehensive list of items included in scope; it
describes the most common types of items (Product Sub-Categories) contained within each Product
Category. Please note that calendar related items will be replaced yearly with the next calendar
year’s version within the same product category discount. The Department and the Contractor during
the contract period may mutually agree to align any missing or new product sub-categories or
services into the Product Categories listed below:

Product Product Sub-Categories
Category
Consumables e Adhesives, Glues, Gluesticks, Adhesive Removers

Appointment Books, Phone Message Books, Statement Books, Fax Message
Books, While You Were Out Books, Forms, Dictionaries, Thesaurus, Diaries,
Tickets, Reference Sets

e Archive Boxes, Cardboard Boxes, Storage Containers

e Award Frames, Displays, Plaques, Certificates
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Product

Product Sub-Categories

Category

e Badges, Badge Holders, Lanyards

e Batteries, Chargers,

e Binder Clips, Paper Clips, Panel Clips, Pushpins, Thumbtacks, Safety Pins,
Rubber bands, Scissors, Shears, Cutters, Trimmers, Hole Punches (non-electric)

e Binders, Combs, Rings, Spines

e Book Cases, Book Ends, Book Shelves

e Bulletin Boards, Cork Boards, Easels, Easel Pads, Poster Boards

e Calendars, Desk pads, Refills, Planners

e Calculator Ink, Calculator Spools, Adding Machine Tape, Cash Register Tape

e Camera Film, Photo Paper

e Chair mats

e Clocks, Hooks, Lamps

e Correction Fluid, Correction Tape, Correction Pens

e Cups, Spoons, Forks, Plates, Bowls

e Dusters, Computer Dust-off, All Wipes, Lysol, Clorox, Hand Soaps, Windex, Air
Freshener, Dust Pans, Cleaning Supplies

e FErasers, Dry-Erase Erasers, Chalk, Crayons

¢ Ink Pads, Refills, Stamps

e Knives, Cutters, Blades, Scrapers

e Labels, Label Holders

e Mailing Tubes, Mailing Tubs, CD Mailers, Packaging, Fingertips, Letter Openers,
Moistener

e Markers, Highlighters

e Envelopes

¢ Notebooks, Notepads, Pads of Paper, Post it Notes, Art Paper, Construction
Paper, Crepe Paper

e Office Organizers, Inboxes, Copyholders, Pen and Pencil Holders,
Wastebaskets, Drawers, Desktop Shelves, Shredder bags, Extension Cords

e Pencils, Pencil Erasers, Lead Refills, Pencil Sharpeners, Pens, Pen Refills

e Protractors, Rulers, Yardsticks, Compasses, Engineer Triangles

e Report Covers, Files, File Folders, Pocket Files, Portfolios, Jackets, Inserts,
Folder Frames, Dividers, Wallet Files, File Guides, Index Cards, Business Cards,
Card Holders, File Indexes, Tabs, Ledgers, Tab Reinforcement, Tags, Sheet
Protectors, Letters, Numbers, Fasteners, Fastener Bases, Clipboards, Flag Tape

e Signs, Sign Holder, Flyer Holders, Racks, Literature Displays, Name Plates

e Staplers, Staples, Staple Removers

e Tape, Tape Dispensers, Embossing Tape, Velcro Products

e Transparency Film, Transparency Paper, Laminating Supplies, Laminating
Pouches

e Safety Supplies

e Artand Science Supplies

Paper e Copy Paper
e Computer Paper
Toner e Toners, Cartridges, Fusers, Kits, Drums, and Related Accessories (OEM and

Remanufactured)
Ribbons

IT Peripherals

CDs, DVDs, Cassette Tapes, Tape Cartridges, CD and DVD Cases, CD and
DVD Storage, VHS Tapes, Computer Disks and Diskettes, Computer Bags and
Cases, Mouse, Keyboards, Keyboard Pads, Mouse pads, Camera Bags, Camera
Cases

Headsets, Headset Accessories, Headphones

Surge Protectors, UPS Power Supply

USB Drives, Flash Memory, Zip Disks

IT Hardware / Software
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Product
Category

Product Sub-Categories

Equipment

Calculators

Carts, Hand trucks
Digital Voice Recorders
Fans, Heaters

Hole Punches (electric)
Label Makers
Laminators

Shredders

Typewriters

Printers

Furniture

1.3 Estimated Usage

The current Office and School Supplies Alternate Contract Source has averaged $42,000,000 in
purchases annually over the State’s last 3 fiscal years (July 1-June 30). This figure is given only as a
guideline for preparing an offer and should not be construed as representing actual or guaranteed
purchases under any new contract.

1.4 Eligible Users

All Florida government and educational entities are considered Eligible Users of the Office and
Educational Consumables State Term Contract. This includes all State agencies, school districts,
universities, community colleges, counties, cities, towns, villages, special districts, and other entities
approved by the Department. With the consent of the successful Respondent(s), purchases may also
be made under the terms and conditions of this solicitation by governmental and educational entities
located outside the State of Florida. Appropriate governmental and educational entities’ purchasing
laws, rules, and regulations shall apply to purchases made under this contract.
governmental entities are defined in Florida Administrative Code and Statutes as described below:

Eligible Users and

Rule 60A-1.005, Florida Administrative Code, identifies Eligible Users as:

e All governmental agencies, as defined in Section 163.3164, F.S., which have a
physical presence within the State of Florida;

e Any independent, nonprofit college or university that is located within the State of
Florida and is accredited by the Southern Association of Colleges and Schools.

Section 163.3164, Florida Statutes:

e (10) "Governmental agency" means:

@)

o

The United States or

instrumentality thereof.

any department, commission,

agency, or

other

This state or any department, commission, agency, or other instrumentality

thereof.

Any local government, as defined in this section, or any department, commission,
agency, or other instrumentality thereof.
Any school board or other special district, authority, or governmental entity.

1.5 Schedule of Events
The table below contains the intended schedule of events for this solicitation.

Event Time
Events (EDT) Event Date
Issue the Office and Educational Consumables ITN/ Solicitation March 31. 2010
Preview Period Opens in the MEMP Sourcing Tool '
Pre-Bid Conference (Not Mandatory) i .
Betty Easley Conference Center RM 152, 4075 Esplanade Way, 10:00 AM April 15, 2010
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Event Time

Events (EDT) Event Date
Tallahassee FL, 32399, For a map go to:
http://fcn.state.fl.us/dms/dbc/facilities/maps/CCOC%20Map%20August
9%202005.pdf
Questions from Respondents Due / Bid Opens for Responses 2:00 PM April 19, 2010
Post Responses to Respondents’ Questions April 23, 2010
Responses Due 2:00 PM April 30, 2010
Public Meeting for Promotion to Negotiation 2:00 PM May 17, 2010
Post Notice of Intent to Negotiate May 18, 2010
Begin Negotiation Session(s) May 26, 2010
Best and Final Offers Due 2:00 PM June 14, 2010
Public Meeting — Recommend Award 2:00 PM June 21, 2010
Post Notice of Intent to Award June 22, 2010
Award Contract July 1, 2010

YOU SHOULD SUBMIT YOUR RESPONSE IN THE MFMP SOURCING TOOL As
EARLY AS POSSIBLE. YOU SHOULD ALLOW FOR ADEQUATE TIME TO RECEIVE ANY
REQUESTED ASSISTANCE AND TO RECEIVE VERIFICATION OF YOUR SUBMITTAL;
WAITING UNTIL THE LAST HOURS OF THE SOLICITATION COULD IMPACT THE
TIMELY SUBMITTAL OF YOUR RESPONSE.

DO NOT RELY ON THE MFMP SOURCING T OOL 'TIME REMAINING CLOCK. THE
OFFICIAL SOLICITATION CLOSING TIME SHALL BE AS REFLECTED IN THE
EVENT TIMELINE (SEcTION 1.5) OF THIS ITN.

1.6 Contact Person
The Contact Person is the sole point of contact from the date of release of this ITN until the contract
award is made. Respondents shall not contact any other State agency, Department of Management
Services, or Eligible User employee for information with respect to this solicitation.

Contact Person for this ITN is:

Danielle Kosberg, PMP

Lead Purchasing Analyst, Division of State Purchasing

Florida Department of Management Services

4050 Esplanade Way, Suite 360, Tallahassee, FL 32399-0950
Phone: 850-413-0474

Email: danielle.kosberg@dms.myflorida.com

1.7 Solicitation Questions

All questions must be submitted via the Q&A Board within the MFMP Sourcing Tool. Respondents
have the ability to ask questions about the proposed items included in the office and educational
consumables pricing proposals. Respondents are asked to indicate any questions or concerns with
the listed Items in the price proposals. For questions about product items, Respondents are asked to
reference the Item Index Number (e.g., C25, G14), their concerns, and provide for recommendations.
Respondents are asked to indicate any issue that would prevent them from being able to submit a
complete Price Proposal. As a reminder, Respondents must submit a complete Price Proposal for
every one of the listed items.

Questions shall be received no later than the time and date reflected on the Event Timeline in Section

1.5. The Department will provide responses to the questions according to the Event Timeline. All
submitted questions will be published exactly as submitted along with the Department’s response.
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2.1 Definitions

The definitions found in s. 60A-1.001, F.A.C. shall apply to this agreement. The following additional
terms are also defined:

a) "Buyer" means the entity that has released the solicitation. The “Buyer” may also be the
“Customer” as defined in the PUR 1000 if that entity meets the definition of both terms.

b) "Procurement Officer" means the Buyer's contracting personnel, as identified in the Section 1
Introduction.

c) "Respondent" means the entity that submits materials to the Buyer in accordance with these
Instructions.

d) "Response" means the material submitted by the Respondent in answering the solicitation.

e) "Timeline" means the list of critical dates and actions included in Section 1 Introduction.

2.2 General Instructions

Potential Respondents to the solicitation are encouraged to carefully review all the materials
contained herein and prepare responses accordingly.

2.3 Electronic Submission of Responses

Respondents are required to submit responses electronically. For this purpose, all references herein
to signatures, signing requirements, or other required acknowledgments hereby include electronic
signature by means of clicking the "Submit Response” button (or other similar symbol or process)
attached to or logically associated with the response created by the Respondent within MFMP. The
Respondent agrees that the action of electronically submitting its response constitutes:

e an electronic signature on the response, generally,

e an electronic signature on any form or section specifically calling for a signature, and

e an affirmative agreement to any statement contained in the solicitation that requires a definite

confirmation or acknowledgement.

2.4 Terms and Conditions

All responses are subject to the terms of the following sections of this solicitation, which, in case of
conflict, shall have the order of precedence listed:

Technical Specifications,

Special Conditions and Instructions,
Instructions to Respondents (PUR 1001),
General Conditions (PUR 1000), and
Introductory Materials.

The Buyer objects to and shall not consider any additional terms or conditions submitted by a
Respondent, including any appearing in documents attached as part of a Respondent’s response. In
submitting its response, a Respondent agrees that any additional terms or conditions, whether
submitted intentionally or inadvertently, shall have no force or effect. Failure to comply with terms and
conditions, including those specifying information that must be submitted with a response, shall be
grounds for rejecting a response.

2.5 Questions

Respondents shall address all questions regarding this solicitation to the Procurement Officer in
section 1.6 of this ITN. Questions must be submitted via the Q&A Board within the MFMP Sourcing
Tool and must be RECEIVED NO LATER THAN the time and date reflected on the Schedule of
Events. Questions shall be answered in the timeframe indicated on the Schedule of Events. All
guestions submitted shall be published and answered in a manner that all Respondents will be able
to view. Respondents shall not contact any other employee of the Buyer or the State for information
with respect to this solicitation. Each Respondent is responsible for monitoring the MFMP site for new
or changing information. The Buyer shall not be bound by any verbal information or by any written
information that is not contained within the solicitation documents or formally noticed and issued by
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the Buyer's contracting personnel. Questions to the Procurement Officer or to any Buyer personnel
shall not constitute formal protest of the specifications or of the solicitation, a process addressed in
paragraph 19 of these Instructions.

2.6 Conflict of Interest

This solicitation is subject to chapter 112 of the Florida Statutes. Respondents shall disclose with their
response the name of any officer, director, employee or other agent who is also an employee of the
State. Respondents shall also disclose the name of any State employee who owns, directly or
indirectly, an interest of five percent (5%) or more in the Respondent or its affiliates.

2.7 Convicted Vendors

A person or affiliate placed on the convicted vendor list following a conviction for a public entity crime
is prohibited from doing any of the following for a period of 36 months from the date of being placed
on the convicted vendor list:

e submitting a bid on a contract to provide any goods or services to a public entity;

e submitting a bid on a contract with a public entity for the construction or repair of a public
building or public work;

e submitting bids on leases of real property to a public entity;

e being awarded or performing work as a Contractor, supplier, subcontractor, or consultant
under a contract with any public entity; and

e transacting business with any public entity in excess of the Category Two threshold amount
($25,000) provided in section 287.017 of the Florida Statutes.

2.8 Discriminatory Vendors

An entity or affiliate placed on the discriminatory vendor list pursuant to section 287.134 of the Florida
Statutes may not:

e submit a bid on a contract to provide any goods or services to a public entity;

e submit a bid on a contract with a public entity for the construction or repair of a public building
or public work;

e submit bids on leases of real property to a public entity;

e be awarded or perform work as a contractor, supplier, sub-contractor, or consultant under a
contract with any public entity; or transact business with any public entity.

2.9 Respondent’'s Representation and Authorization

In submitting a response, each Respondent understands, represents, and acknowledges the
following (if the Respondent cannot so certify to any of following, the Respondent shall submit with its
response a written explanation of why it cannot do so).

e The Respondent is not currently under suspension or debarment by the State or any other
governmental authority.

e To the best of the knowledge of the person signing the response, the Respondent, its
affiliates, subsidiaries, directors, officers, and employees are not currently under investigation
by any governmental authority and have not in the last ten (10) years been convicted or
found liable for any act prohibited by law in any jurisdiction, involving conspiracy or collusion
with respect to bidding on any public contract.

e Respondent currently has no delinquent obligations to the State, including a claim by the
State for liquidated damages under any other contract.

e The submission is made in good faith and not pursuant to any agreement or discussion with,
or inducement from, any firm or person to submit a complementary or other noncompetitive
response.
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e The prices and amounts have been arrived at independently and without consultation,
communication, or agreement with any other Respondent or potential Respondent; neither
the prices nor amounts, actual or approximate, have been disclosed to any Respondent or
potential Respondent, and they will not be disclosed before the solicitation opening.

e The Respondent has fully informed the Buyer in writing of all convictions of the firm, its
affiliates (as defined in section 287.133(1)(a) of the Florida Statutes), and all directors,
officers, and employees of the firm and its affiliates for violation of state or federal antitrust
laws with respect to a public contract for violation of any state or federal law involving fraud,
bribery, collusion, conspiracy or material misrepresentation with respect to a public contract.
This includes disclosure of the names of current employees who were convicted of contract
crimes while in the employ of another company.

o Neither the Respondent nor any person associated with it in the capacity of owner, partner,
director, officer, principal, investigator, project director, manager, auditor, or position involving
the administration of federal funds:

¢ Has within the preceding three years been convicted of or had a civil judgment rendered
against them or is presently indicted for or otherwise criminally or civilly charged for:
commission of fraud or a criminal offense in connection with obtaining, attempting to obtain,
or performing a federal, state, or local government transaction or public contract; violation of
federal or state antitrust statutes; or commission of embezzlement, theft, forgery, bribery,
falsification or destruction of records, making false statements, or receiving stolen property;
or

e Has within a three-year period preceding this certification had one or more federal, state, or
local government contracts terminated for cause or default.

e The product offered by the Respondent will conform to the specifications without exception.

e The Respondent has read and understands the Contract terms and conditions, and the
submission is made in conformance with those terms and conditions.

e |If an award is made to the Respondent, the Respondent agrees that it intends to be legally
bound to the Contract that is formed with the State.

e The Respondent has made a diligent inquiry of its employees and agents responsible for
preparing, approving, or submitting the response, and has been advised by each of them that
he or she has not participated in any communication, consultation, discussion, agreement,
collusion, act or other conduct inconsistent with any of the statements and representations
made in the response.

e The Respondent shall indemnify, defend, and hold harmless the Buyer and its employees
against any cost, damage, or expense which may be incurred or be caused by any error in
the Respondent’s preparation of its bid.

All information provided by, and representations made by, the Respondent are material and important
and will be relied upon by the Buyer in awarding the Contract. Any misstatement shall be treated as
fraudulent concealment from the Buyer of the true facts relating to submission of the bid. A
misrepresentation shall be punishable under law, including, but not limited to, Chapter 817 of the
Florida Statutes.

2.10 Manufacturer’ s Name and Approved Equivalents

Unless otherwise specified, any manufacturers’ names, trade names, brand names, information or
catalog numbers listed in a specification are descriptive, not restrictive. With the Buyer’'s prior
approval, the Contractor may provide any product that meets or exceeds the applicable
specifications. The Contractor shall demonstrate comparability, including appropriate catalog
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materials, literature, specifications, test data. The Buyer shall determine in its sole discretion whether
a product is acceptable as an equivalent.

2.11 Performance Qualifications

The Buyer reserves the right to investigate or inspect at any time whether the product, qualifications,
or facilities offered by Respondent meet the Contract requirements. Respondent shall at all times
during the Contract term remain responsive and responsible. In determining Respondent’s
responsibility as a vendor, the agency shall consider all information or evidence which is gathered or
comes to the attention of the agency which demonstrates the Respondent’s capability to fully satisfy
the requirements of the solicitation and the contract.

Respondent must be prepared, if requested by the Buyer, to present evidence of experience, ability,
and financial standing, as well as a statement as to plant, machinery, and capacity of the Respondent
for the production, distribution, and servicing of the product bid. If the Buyer determines that the
conditions of the solicitation documents are not complied with, or that the product proposed to be
furnished does not meet the specified requirements, or that the qualifications, financial standing, or
facilities are not satisfactory, or that performance is untimely, the Buyer may reject the response or
terminate the Contract. Respondent may be disqualified from receiving awards if Respondent, or
anyone in Respondent’s employment, has previously failed to perform satisfactorily in connection with
public bidding or contracts. This paragraph shall not mean or imply that it is obligatory upon the Buyer
to make an investigation either before or after award of the Contract, but should the Buyer elect to do
s0, Respondent is not relieved from fulfilling all Contract requirements.

2.12 Public Opening

Responses shall be opened on the date and at the location indicated on the Timeline. Respondents
may, but are not required to, attend. The Buyer may choose not to announce prices or release other
materials pursuant to s. 119.071(1)(b), Florida Statutes. Any person requiring a special
accommodation because of a disability should contact the Procurement Officer at least five (5)
workdays prior to the solicitation opening. If you are hearing or speech impaired, please contact the
Buyer by using the Florida Relay Service at (800) 955-8771 (TDD).

2.13 Electronic Posting of Notice of Intended Award

Based on the evaluation, on the date indicated on the Timeline the Buyer shall electronically post a
notice of intended award at http://fcn.state.fl.us/owa vbs/owa/vbs www.main_menu. If the notice of
award is delayed, in lieu of posting the notice of intended award the Buyer shall post a notice of the
delay and a revised date for posting the notice of intended award. Any person who is adversely
affected by the decision shall file with the Buyer a notice of protest within 72 hours after the electronic
posting. The Buyer shall not provide tabulations or notices of award by telephone.

2.14 Firm Response

The Buyer may make an award within sixty (60) days after the date of the opening, during which
period responses shall remain firm and shall not be withdrawn. If award is not made within sixty (60)
days, the response shall remain firm until either the Buyer awards the Contract or the Buyer receives
from the Respondent written notice that the response is withdrawn. Any response that expresses a
shorter duration may, in the Buyer's sole discretion, be accepted or rejected.

2.15 Clarifications/Revisions

Before award, the Buyer reserves the right to seek clarifications or request any information deemed
necessary for proper evaluation of submissions from all Respondents deemed eligible for Contract
award. Failure to provide requested information may result in rejection of the response.

2.16 Minor Irregularities/Right to Reject

The Buyer reserves the right to accept or reject any and all bids, or separable portions thereof, and to
waive any minor irregularity, technicality, or omission if the Buyer determines that doing so will serve
the State’s best interests. The Buyer may reject any response not submitted in the manner specified
by the solicitation documents.
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2.17 Contract Formation

The Buyer shall issue a notice of award, if any, to successful Respondent(s), however, no contract
shall be formed between Respondent and the Buyer until the Buyer signs the Contract. The Buyer
shall not be liable for any costs incurred by a Respondent in preparing or producing its response or
for any work performed before the Contract is effective.

2.18 Contract Overlap

Respondents shall identify any products covered by this solicitation that they are currently authorized
to furnish under any State Term Contract. By entering into the Contract, a Contractor authorizes the
Buyer to eliminate duplication between agreements in the manner the Buyer deems to be in its best
interest.

2.19 Public Records

Article 1, section 24, Florida Constitution, guarantees every person access to all public records, and
Section 119.011, Florida Statutes, provides a broad definition of public record. As such, all responses
to a competitive solicitation are public records unless exempt by law. Any Respondent claiming that
its response contains information that is exempt from the public records law shall clearly segregate
and mark that information and provide the specific statutory citation for such exemption.

2.20 Protests

Any protest concerning this solicitation shall be made in accordance with sections 120.57(3) and
287.042(2) of the Florida Statutes and chapter 28-110 of the Florida Administrative Code. Questions
to the Procurement Officer shall not constitute formal notice of a protest. It is the Buyer's intent to
ensure that specifications are written to obtain the best value for the State and that specifications are
written to ensure competitiveness, fairness, necessity and reasonableness in the solicitation process.

Section 120.57(3)(b), F.S. and Section 28-110.003, Fla. Admin. Code require that a notice of protest
of the solicitation documents shall be made within seventy-two hours after the posting of the
solicitation.

Section 120.57(3)(a), F.S. requires the following statement to be included in the solicitation: "Failure
to file a protest within the time prescribed in section 120.57(3), Florida Statutes, shall constitute a
waiver of proceedings under Chapter 120, Florida Statutes."

Section 28-110.005, Fla. Admin. Code requires the following statement to be included in the
solicitation:

“Failure to file a protest within the time prescribed in Section 120.57(3), Florida Statutes, or failure to
post the bond or other security required by law within the time allowed for filing a bond shall constitute
a waiver of proceedings under Chapter 120, Florida Statutes.”

2.21 Limitation on Vendor Contact with Agency During Solicitation Period

Respondents to this solicitation or persons acting on their behalf may not contact, between the
release of the solicitation and the end of the 72-hour period following the agency posting the notice of
intended award, excluding Saturdays, Sundays, and state holidays, any employee or officer of the
executive or legislative branch concerning any aspect of this solicitation, except in writing to the
procurement officer or as provided in the solicitation documents. Violation of this provision may be
grounds for rejecting a response.

THIS SPACE IS INTENTIONALLY LEFT BLANK
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SECTION 3.0

SPECIAL INSTRUCTIONS TO RESPONDENTS

SPECIAL INSTRUCTIONS TO RESPONDENTS CONTAINED IN THIS SECTION 3.0 MAY SUPERSEDE OR
SUPPLEMENT GENERAL INSTRUCTIONS TO RESPONDENTS CONTAINED IN SECTION 2.0.

3.1
3.2
3.3
3.4
3.5
3.6
3.7
3.8
3.9
3.10
3.11
3.12
3.13
3.14
3.15
3.16
3.17

OVERVIEW OF THE SOLICITATION PROCESS

USE OF S.P. RICHARDS

WHO MAY RESPOND

ORDER OF PRECEDENCE

ADDENDA TO THE ITN DOCUMENTS
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3.1 Overview of the Solicitation Process

The Department intends to use an ITN to conduct this solicitation, which includes the following
components (detailed below): Qualification Questions, Technical Proposal, Price Proposals, Forms
and Additional Information. The Department reserves the right to award to one or multiple
Respondents. The Department intends to select one of two award options. If the Department chooses
Award Option 1, the Office and Educational Consumables Contract will be awarded to one
Respondent. If the Department chooses Award Option 2, the Office and Educational Consumables
Contract will be awarded to multiple Respondents, including but not limited to Respondents providing
statewide coverage and Respondents providing regional coverage. If the Department chooses Award
Option 2 and awards the contract to multiple Respondents, Eligible Users will have the option to
conduct requests for quotes. Refer to Section 6 — Technical Specifications and Section 7 — Evaluation
and Selection for details of the response submissions, evaluation and selection process.

3.1.1 Qualification Questions
The intent of the Qualification Questions is to determine if Respondents are capable and willing to
meet the mandatory requirements of this solicitation.

Respondents will submit Yes / No answers to each mandatory question within the MFMP Sourcing

Tool. All of the submitted responses to the qualification questions in the MFMP Sourcing Tool will

be reviewed by the Procurement Officerr Respondents that answer “No”
mandatory requirements will not have their remaining Technical or Price proposal scored

and will be disqualified to participate in this solicitation.. Respondents that answer “Yes” with

all the qualification questions by answering “Yes” to all of the mandatory requirements will be
evaluated on their Technical Proposals. Applicants should use care and integrity in preparing their
responses to the qualification questions, since these are mandatory requirements and will not be
negotiable during the solicitation process.

3.1.2 Technical, Price Proposals, Forms and Additional Information
All Respondents are asked to submit a Technical Proposal, Price Proposal(s), and required forms.
All Respondents’ Technical Proposals will be opened and scored before the Respondents’ Price
Proposals are opened. Only Respondents scoring 280 points or more on their Technical Proposals
will have their Price Proposals scored.

All Respondents shall use the MFMP Sourcing Tool to submit their responses to the Technical and
Price Proposals. Respondents shall also complete and upload the required forms and additional
information below in the MFMP Sourcing Tool:

e Attachment A - Reference Check Form (2 Customer References are required)

e Attachment B - Certification of Drug Free Workplace Program Form

e Attachment C - Department of State Registration Form / Authority to Do Business in the
State of Florida

e Attachment D - Ordering Instructions

¢ Respondent’s Dunn and Bradstreet SQR Report

e Respondent’s Proposed Catalog With List Prices

Respondents Offering Statewide Coverage: Only Respondents scoring 280 points or more on
the Technical Proposal will have their Price Proposals scored. The Department requires
Respondents offering statewide coverage to submit Price Proposals using Attachment E -
Statewide Price Proposal Tool. Respondents must fill out all the worksheets in Attachment E. Since
the Department may choose either to award the contract to a single statewide respondent or
multiple statewide and regional respondents, Respondents must submit two Price Proposals
contained within Attachment E. “Price Proposal #1” represents a Respondent’s proposed pricing if
the Department awards the contract to a single Respondent, and “Price Proposal #2” represents a
Respondent’s proposed pricing if the Department chooses to award the contract to multiple
Respondents.
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After the proposal submission due date, the Department will score both Price Proposal #1 and Price
Proposal #2 and add each separately to the Respondent’s Technical Proposal score to calculate
the following two scores:

Technical Proposal + Price Proposal #1 (single award) = Score A
Technical Proposal + Price Proposal #2 (multi-award) = Score B

The Respondents’ final Stage 1 scores above will be used to rank all responsive proposals to
determine which Respondents will move to negotiations. See Section 3.13 for more details on the
Department’s award criteria.

Respondents Offering Only Regional Coverage: Only Respondents scoring 280 points or more
on the Technical Proposal will have their Price Proposals scored. The Department requires
Respondents offering regional coverage to submit a Price Proposal using Attachment F - Regional
Price Proposal Tool. Respondents must fill out all the worksheets in Attachment F, including
indicating which regions they propose to cover. If the Respondent is able to cover all four (4)
regions in the State, the Respondent must submit their Price Proposals using Attachment E -
Statewide Pricing Proposal Tool.

After the proposal submission due date, the Department will score the Price Proposal and the score
to the Respondent’s Technical Proposal score to calculate the following final score:

Technical Proposal + Price Proposal = Region Score

The Respondents’ final score above will be used to rank all responsive proposals to determine
which Respondents will move to negotiations. See Section 3.13 for more details on the
Department’s award criteria.

3.1.3 Negotiations

The Department intends to have discussions with the top three scoring Respondents under each
award option to discuss their Technical and Price Proposals. The Department reserves the right to
conduct negotiations with more or less than three Respondents if it is deemed in the best value of
the State. Discussions will focus on identifying potential opportunities for improvement of value
delivered to the State. Respondents will be provided with the opportunity to submit best and final
Technical and Price Proposals. The Department will score resubmitted Price Proposals to
determine final scores that will be used in the award decision. The Department reserves the right to
finalize the negotiations at any point and post an “Intent to Award” notice.

Respondents Offering Statewide Coverage: After analysis and ranking of Respondents under
both Score A and Score B, the Department reserves the right to negotiate, either serially or
concurrently, with the top three scoring Respondents providing statewide coverage under both the
single award and multiple award scenarios.

Respondents Offering Only Regional Coverage: After analysis and ranking of Respondents
under the each of the 4 Regions, the Department intends to negotiate with only the top scoring
Respondent in each region.

3.2 Use of S. P. Richards

The Department is using Quarter 1, 2010 S.P. Richards’ retail list price as a consistent reference
point for pricing analysis and comparison across Respondents during this solicitation and to provide a
mechanism to manage pricing throughout the contract period. S.P. Richards’ Quarter 1, 2010 retail
price list will also be used to establish the list prices during the first year of the contract. After the first
anniversary of the contract award date, S.P. Richards’ published quarterly list prices will be used to
update contract pricing for non-generic items, where available. This does not mean that a
Respondent must use S.P. Richards as their wholesaler. For the items contained in the Core Items
worksheet, Respondents shall submit discounts off of the Quarter 1, 2010 S.P. Richards’ List Price by
provided Product Category.
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Respondents are also required to submit with their response an electronic copy of their complete
product list that they intend to provide Customers under the awarded contract. This product list will
not be used in the evaluation of the Respondent’s Proposal. This price list will serve as the
Contractor’s catalog and list prices for the first year of the awarded contract. Respondent’s must
indicate the Quarter 1 2010 S.P. Richards’ list price for all products. Where there is no S.P. Richards’
list price available (i.e., a product is not available through S.P. Richards), the product manufacturer's
MSRP shall be listed. If the item is a generic item (e.g., private label), then the Respondent is
considered the product manufacturer and the Respondent’s established, reasonable list price shall be
listed.

3.3 Who May Respond
To be eligible to respond to this solicitation, Respondents must meet the following requirements:
1. Must not be on the Florida Suspended Vendor List
2. Have no delinquent State of Florida Transaction Fees (see Section 4.14)
3. Meet the Mandatory Requirements outlined in Section 6.0
4. Possess the financial capability, experience, and personnel resources to provide services
of the scope and breadth described in this ITN

The Department reserves the right to request additional information and / or clarification pertaining to
Respondents’ experience, ability, and qualifications to perform services described in this ITN, during
the solicitation or after contract award.

Respondents failing to provide requested information and / or clarification or submitting false or
erroneous information may be deemed non-responsive and shall not be awarded a contract. If a
Respondent’s Proposal is found to contain false and / or erroneous information after contract award,
the contract may be terminated.

3.4 Order of Precedence
Potential Respondents for this solicitation are encouraged to carefully review all materials contained
herein and prepare responses accordingly. In the event any conflict exists between the Special and
General Instructions, those instructions specified in the Special Instructions shall prevail. In the event
any conflict exists between the Special and General Conditions, those conditions specified in the
Special Conditions shall prevail.

All responses are subject to the terms of the following sections of these solicitation documents, which,
in case of conflict, shall have the order of precedence listed:

Addenda (if any) to the ITN Documents

Technical Specifications (Section 6.0)

Evaluation and Selection (Section 7.0)

Attachments (Section 8.0)

Special Instructions to Respondents (Section 3.0)

Special Contract Conditions (Section 5.0)

General Contract Conditions (Section 4.0 (PUR 1000))
General Instructions to Respondents (Section 2.0 (PUR 1001))
Introduction (Section 1.0)

3.5 Addenda to the ITN Documents
The Department reserves the right to issue amendments to the solicitation. Notice of any amendment
will be posted within the MFMP Sourcing Tool. Such notice, if required, will contain the appropriate
details for identifying and / or reviewing formal changes to the solicitation. Each Respondent is
responsible for monitoring the site for new or changing information concerning this solicitation.

Respondents are reminded that the MFMP Sourcing Tool's email notifications are an option provided
to Respondents as a courtesy. The State of Florida is not under any obligation to provide, and does
not guarantee that Respondents will receive email notifications concerning any posting, amendment,
or close of solicitations.
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3.6 Submittal of Response
Responses shall be completed per instructions in this ITN document, and Respondents will submit
their proposal via the MFMP Sourcing Tool BY THE DATE AND TIME SPECIFIED IN SECTION 1.5
SCHEDULE OF EVENTS. In the event a Respondent submits more than one response, only the last
response received by the MFMP Sourcing Tool shall be considered for award.

Proposals not submitted within the MFMP Sourcing Tool shall be rejected. Each Respondent is
responsible for ensuring that the proposal is submitted at the proper time. The Department shall not
consider late proposals and the MFMP Sourcing Tool will NOT accept proposals after the due date
and time specified in the Schedule of Events in Section 1.5, or as amended by the Department.

3.7 Notification Process
All solicitation documents and notices of agency decisions will be posted both in the MFMP Sourcing
Tool and on the Vendor Bid System.

The MFMP Sourcing Tool can be accessed by Respondents that are properly registered in the MFMP
Vendor Information Portal, as detailed in Section 3.8 MFMP Registration and Sourcing Tool
Overview.

The Vendor Bid System can be accessed by going to
http://vbs.dms.state.fl.us/vbs/search.criteria_form  http://www.myflorida.com/and  selecting the
Department of Management Services under the Agency search criteria box. Then select the Initiate
Search button near the bottom of the page and look for the name of this solicitation.

Respondents are reminded that the MFMP Sourcing Tool’s email notifications are an option provided
to Respondents as a courtesy. The State of Florida is not under any obligation to provide, and does
not guarantee that Respondents will receive, email notifications concerning any posting, amendment,
or close of solicitations (ITNs).

Respondents are responsible for checking the MFMP Sourcing Tool and / or the Vendor Bid System
for information and updates concerning solicitations.

3.8 MFMP Registration and Sourcing Tool Overview
The Department uses the MFMP Sourcing Tool to post solicitations and receive responses to
solicitations electronically.

MFMP Vendor Registration Application:

Respondents must have current and complete Vendor Registration Application identified on the
MFMP Vendor Information Portal at: https://vendor.MFMP.com/. If you have not registered, please be
advised that a minimum of 48 hours will be required for access to the MFMP Sourcing Tool upon
completion of your registration in the MFMP system. Completion of this registration and acceptance
of the Terms of Use are mandatory for those Respondents who wish to submit a response to this
solicitation.

MFMP Sourcing Tool Training for Respondents:

This solicitation will be conducted using the MFMP Sourcing Tool. Training materials can be found at:
http://marketplace.my