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Other RFR Required OSD Forms and Mandatory Attachments for Submission:

NOTE: The following required OSD Forms and Mandatory Attachments referenced below must be downloaded from the Comm-PASS website and submitted by all Bidders. If a Bidder is going to bid multiple categories, the Bidder is required to submit one original signature (blue ink) set provided the information is appropriate for the Category(ies) bid.  The Affirmative Market Plan Form is the only form that would need to be submitted multiple times if the AMP Plan is different for each category or individual partnership.

The following required OSD Forms are available under the Forms/Terms Tabs:
· STANDARD CONTRACT FORM
· COMMONWEALTH OF MASSACHUSETTS TERMS AND CONDITIONS
· VERIFICATION OF TAXATION REPORTING INFORMATION (W9)
· AFFIRMATIVE MARKET PLAN FORM
· AFFIRMATIVE ACTION PLAN FORM
· ADDITIONAL ENVIRONMENTALLY PREFERABLE PRODUCT INFORMATION
· CONTRACTOR AUTHORIZED SIGNATORY LISTING
· ELECTRONIC FUNDS TRANSFER FORM
· NORTHERN IRELAND NOTICE AND CERTIFICATION FORM
· PROMPT PAYMENT DISCOUNT FORM
· RFR- REQUIRED SPECIFICATIONS FOR STATEWIDE CONTRACTS
· ATTACHMENT 1 - CATEGORY 1 COST FILE

· ATTACHMENT 2 - CATEGORY 2 COST FILE

· ATTACHMENT 3 - CATEGORY 3 COST FILE

· ATTACHMENT 4 - MANDATORY BIDDER SUBMISSION SHEET

· ATTACHMENT 5 - DESIRABLE BIDDER SUBMISSION SHEET

· ATTACHMENT 6 - SALES, CUSTOMER SERVICE, WAREHOUSE AND VEHICLE BIDDER INFORMATION
· ATTACHMENT 7 - TAX COMPLIANCE CERTIFICATION

· ATTACHMENT 8 - COPY OF THE PAST PERFORMANCE EVALUATION/SUPPLIER EVALUATION REVIEW OR A COPY OF THE ELECTRONIC ORDER REQUEST FORM
PROCUREMENT CALENDAR AND GENERAL INSTRUCTIONS

The schedule of events for this solicitation, subject to amendment by the PMT is:

	EVENT
	DATE
	TIME

	Open Solicitation Announcement in Comm-PASS
	December 9, 2003
	3:02 P.M. E.S.T.

	
	
	

	Bid Release Date
	May, 12 2005
	4:00 P.M. E.D.T.

	
	
	

	*Deadline of Written Inquiries (firm)
	May 20, 2005
	3:00 P.M. E.D.T.

	
	
	

	Responses to Written Inquiries (estimated)
	May 25, 2005
	4:00 P.M. E.D.T.

	
	
	

	*Due Date for RFR Response from Bidders (firm)
	June 20, 2005
	3:00 P.M. E.D.T.

	
	
	

	Completion of Evaluations (estimated)
	July 14, 2005
	3:00 P.M. E.D.T.

	
	
	

	Notification to Contractors (estimated)
	July 14, 2005
	3:00 P.M. E.D.T.

	
	
	

	Effective Date of Contract (estimated)
	July 14, 2005
	


* The Time/Date stamp machine located in the reception area of the Operational Services Division here at One Ashburton Place, Boston, MA 02108-1552, 10th Floor, Room 1017 will govern for the date and time requirements mentioned in the table above if hand delivered.  E-mail and Facsimile transmissions for written inquiries must be sent prior to the above date and time (E.D.T.) deadlines.  Any hand delivery, E-mail or facsimile sent and received after the due date and/or time will not be accepted by the PMT. 

Please allow enough time for hand delivery, E-mail or facsimile transmissions.
All notifications, releases, amendments to this RFR will be posted on the Commonwealth Procurement Access & Solicitation System (Comm‑PASS).
SECTION 1

GENERAL RFR INFORMATION FOR ALL CATEGORIES

In addition to the “Statewide Contract Required Specifications” detailed under the forms and terms tab on Comm-Pass where the RFR is located, the terms of 801 CMR 21.00: Procurement of Commodities and Services (and 808 CMR 1.00: Compliance, Reporting and Auditing for Human and Social Services, if applicable) are incorporated by reference into this RFR.  Words used in this RFR shall have the meanings defined in 801 CMR 21.00 (and 808 CMR 1.00, if applicable).  Additional definitions may also be identified in this RFR.  Unless otherwise specified in this RFR, all communications, responses, and documentation must be in English, all measurements must be provided in feet, inches, and pounds and all cost proposals or figures in U.S. currency.  All bid responses must be submitted in accordance with the specific terms of this RFR. No electronic bid responses may be submitted in response to this RFR.

Brand Name or Equal. Unless otherwise specified in this RFR, any reference to a particular trademark, trade name, patent, design, type, specification, producer or supplier is not intended to restrict this RFR to any manufacturer or proprietor or to constitute an endorsement of any good or service, and the PMT may consider clearly identified offers of substantially equivalent goods and services submitted in response to such reference.

Comm-Pass.  For the life of any Statewide Contract awarded pursuant to this RFR, each awarded vendor must maintain a Comm-PASS Subscriber account, which is payable by credit card and created and managed by the vendor online at www.comm-pass.com. The annual Comm-PASS Subscription fee is currently $275 per email address. The fee was established with the approval of the Executive Office for Administration and Finance and is subject to change, if necessary. The Comm-PASS Subscription fee is utilized solely for the operation, maintenance and development of Comm-PASS. 

ESTIMATED PROVISIONS. The Commonwealth makes no guarantee that any Commodities will be purchased from any Contract resulting from this RFR. Any estimates or past procurement volumes referenced in this RFR are included only for the convenience of Bidders, and are not to be relied upon as any indication of future purchase levels.

Promotional Opportunities. The OSD Contract Manager and the PMT reserve the right to create a promotional price discount opportunity (e.g. volume price discount, VPD) such as a “Big Buy” for all Eligible Entities during the Term of the Contract.  In addition, Contractors may present promotional discount opportunities such as improved catalog discounts, reduced line item prices or other cost reductions to the OSD Contract Manager and PMT for review and approval prior to the promotional opportunity being offered to Eligible Entities.

If promotional opportunities are approved by the OSD Contract Manager and the PMT then the promotional opportunity must be available to all Eligible Entities by the Contractor(s) for a negotiated period of time.

WORLD TRADE ORGANIZATION GOVERNMENT PROCUREMENT AGREEMENT. This Request for Response is subject to the World Trade Organization Government Procurement Agreement (WTO/GPA).  for advertisement of the RFR for forty (40) days prior to the due date because the procurement is greater than $477,000 dollars over the entire term of the procurement including all options to renew. The forty (40) days may include both the notice of intent and the time the RFR is available.

SECTION 2

PROCUREMENT SCOPE AND
GENERAL REQUIREMENTS FOR ALL CATEGORIES
2.1 PURPOSE OF PROCUREMENT (SCOPE).  The Commonwealth of Massachusetts, through the Operational Services Division, will be soliciting bids for office supplies, recycled copy and print papers and recycled plain and printed envelopes in the following categories:

Category 1 Office Supplies – Distributor able to inside deliver Office Supplies Statewide per Attachment 1. The Procurement Management Team (PMT) is excluding and or restricting the purchase of the following items (under the upcoming contract OFF19) due to the overlap of existing statewide contracts;

A. Copier paper not identified in Attachment 1 are excluded.  If identified in Attachment 1, Eligible Entity purchases are limited to 5 or less cases per order.
B. Envelopes not identified in Attachment 1 are excluded.  If identified in Attachment 1, Eligible Entity purchases are limited to 1 carton or less.
C. Toner supplies not identified in Attachment 1 are excluded.  If identified in Attachment 1, Eligible Entity purchases are limited to 1 each per order.
D. All Furniture items not identified in Attachment 1 are excluded.  If identified, Eligible Entity purchases are limited to 1 each per order.
E. Office equipment such as but not limited to laser, LED, solid ink or ink jet printers, facsimile equipment, photocopier equipment, digital duplicating equipment not identified in Attachment 1 are excluded.  If identified in Attachment 1, Eligible Entity purchases are limited to 1 each per order.
F. Breakroom/Janitorial supplies not identified in Attachment 1 are excluded. If identified in Attachment 1, products must meet the specifications indicated on the table in Section 3.13.1 and Eligible Entity purchases are limited to 1 each per order.
G. Audiovisual Equipment and Supplies not identified in Attachment 1 are excluded.  If identified in Attachment 1, Eligible Entity purchases are limited to 1 each per order.
H. Any items requiring installation to a permanent/fixed structure are excluded.
I. Additional items reviewed during the term of the contract that overlaps a Commonwealth of Massachusetts Statewide Contract.

The PMT reserves the right to review updated catalogs or line items for inclusion or exclusion prior to their availability to the Commonwealth of Massachusetts Eligible Entities during the term of the contract.
Category 2 Recycled Copy and Print Papers – Authorized Paper Merchant able to deliver the following types of recycled paper items statewide per Attachment 2: recycled copier, laser, bond, cut stock, flat stock, roll stock and computer continuous form papers.  The Paper Merchant must be able to provide a quote for specialty papers not mentioned in Attachment 2 under the same terms and conditions.  The prices quoted will be negotiated between the Eligible Entity and the Contractor(s).
Category 3 Recycled Plain and Printed Envelopes – Envelope Manufacturer able to manufacture and deliver the following types of recycled envelopes statewide per Attachment 3: plain and printed white and kraft envelopes.  The envelope manufacturer must be able to provide a quote for specialty envelopes for all types not mentioned in Attachment 3 under the same terms and conditions. The prices quoted will be negotiated between the Eligible Entity and the Contractor(s).
For all three (3) categories, the PMT’s secondary purpose is to provide only paper products made with a percentage of post-consumer recycled content (PCRC) in order to strengthen the markets for these materials which are collected in municipal and business recycling programs, make more efficient use of our natural resources, reduce waste volume, and serve as a model for public and private institutions.

2.2 LIMITED AWARDS. The Commonwealth of Massachusetts will make the following number of awards per category as detailed below.
	Category
	Limited Awards

	Category 1
	1 Award

	
	

	Category 2
	2 Awards

	
	

	Category 3
	2 Awards

	
	


The Commonwealth reserves the right to render more than the identified number of awards in a particular category(ies) in the event that the Commonwealth’s needs are not sufficiently covered by the awarded qualified Bidder(s).

2.3 ELIGIBLE ENTITIES.  As defined under the Issuer(s) tab for the OFF19 solicitation on Comm-Pass.
2.3.1 Cooperative Purchasing.  Any contract resulting from this RFR may be extended to other designated State Purchasing Authorities for the purchase of supplies subject to the Commonwealth of Massachusetts’ State Contract, which may be supplemented by each State’s terms and conditions. During the contract years if a State(s) decides to utilize the existing contract, the OSD Contract Manager and the PMT will require notification from the State prior to utilizing the contract in order for the Contract Manger and PMT to re-negotiate the pricing structure to reflect the increased purchase volumes of the contract with the Contractor(s) affected within a category(ies) provided the Contractor(s) has the ability to service the additional State(s).

2.4 CONTRACT TERM.  The Contract term for all Categories will be three (3) years from the commencement of the contract.
2.5 ESTIMATED QUANTITIES. Any quantity(ies) listed in this RFR are estimated only and may be increased or decreased in accordance with the actual requirements of the Commonwealth Eligible Entities.

During the most recent 12-month period of the previous OFF01 contract it is estimated that Eligible Entities purchased approximately 5 million dollars of office supplies and during the most recent 12-month period of the previous OFF05 contract it is estimated that Eligible Entities purchased approximately 3.75 million dollars worth of paper and 1.25 million dollars of plain and printed envelopes.
These figures are estimated and were obtained from quarterly and/or semi-annual reports obtained from the current Contractors.

2.6 PRICE ADJUSTMENTS. Any increased percentage (%) discount off or decreased contract price(s) which results in a cost savings is encouraged at anytime during the term of the contract and will be reviewed and accepted by the OSD Contract Manager and PMT prior to implementation.  Once approved, the cost decrease must be made available to all Eligible Entities.
Category 1, the percentage(s)% discount off are fixed for the term of the contract.  For the initial 12-months after award the contract pricing is fixed unless a price reduction is offered and approved by the contract manager and the PMT or if Tier 3 and/or SRP Price is reduced.  After the initial 12-month term, if necessary, the contractor and contract manager in concert with the PMT may accept or reject increases to the “United Stationers Tier 3 Ceiling Price” (Brand-Name Tab) and/or the “suggested retail price (SRP) ceiling price” (Universal & Brand Name Items Tab) identified on Attachment 1 on a semi-annual basis.  All potential “ceiling” price increases for Category 1 Pricing will have to be supported with evidence, including but not limited to the following examples;

· Invoices from United Stationers that United Stationers “Tier 3” ceiling price has increased.

· Invoices that the manufacturer’s specific line item(s) cost has increased.
The PMT will not allow an increase of more than 2.0% per line item, per 6-month period unless evidence is provided that supports a need to negotiate a greater percentage increase for specific line item(s).
Category 2 & 3 pricing must be fixed for the initial six (6) months after award and pricing will be negotiated between the contractor and the Commonwealth on a semi-annual basis.  The contract manager and the PMT reserve the right to reject proposed price increases.  All potential price increases for Category 2 & 3 Pricing will have to be supported with evidence, including but not limited to the following examples;

· Invoices and/or letter from Paper Mills that the prices have increased during the past 6-month period for specific line items.

· Invoices that indicate the manufacturing cost have increased for specific line item(s).
The PMT will not allow an increase of more than 2.0% per line item, per 6-month period unless evidence is provided that supports a need to negotiate a greater percentage increase for specific line item(s).

2.6.1 Prompt Payment Discount (PPD).  A bidder may receive additional evaluation points if the bidder offers a prompt payment discount term for the 20-30 day period at 1% or greater.
2.6.2 Dock Delivery Discount (DDD).  A bidder may receive additional evaluation points if the bidder offers a dock delivery discount equal to or greater than 2.0%.  If dock delivery is exercised by the Eligible Entity then the discount must be reflected on the invoice upon billing.
2.6.3 Volume Purchase Discount (VPD).  A bidder may receive additional evaluation points if the bidder offers a volume purchase discount percentage (%) off based upon the total dollar size (Category 1) or a total quantity size (Category 2 and 3) for an order with one delivery location identified on Attachment 1, Attachment 2 and Attachment 3.  Promotional opportunities for item(s) approved by the Contract Manager and PMT are exempt from the volume purchase discounts (VPD) during the promotional period.
2.7 CONTRACT MANAGEMENT.  Robert Guerard, Procurement Team Leader, Office, Recreational and Educational Equipment, Supplies & Services shall be the primary contact for any Contract resulting from this RFR. The OSD Contract Manager shall have the final authority, with the approval of the Procurement Management Team (PMT), in all operational matters pursuant to the Contract. The OSD Contract Manager prior to implementation or performance must approve substitutions, additions or modifications to this contract.

2.7.1 Office Recreational and Educational Equipment, Supplies & Services Procurement Management Team (PMT).  The members of the PMT perform several functions in regard to this RFR and the subsequent awarded Contracts with the Bidder(s). The functions include research, product evaluation of supplies, contract management/execution and performance management.

The OSD Contract Manager in consultation with the PMT at any time can add, delete, and/or make any changes to items on this Contract during the contract term. Any changes may include but are not limited to the following:

· Adding, deleting, or modifying items available for purchase.
· The capacity to provide written warning and/or enforce a financial penalty for a contract violation.

· The capacity to remove a Contractor from this Contract for poor/non‑performance or for a contract violation.

· The capacity to add a Bidder to the contract category(ies).

· The capacity to modify the terms and conditions of the contract due to a change in the industry.

2.8 ACCOUNT MANAGER.  The Commonwealth requires that each bidder provide a single point of contact resulting from this RFR. The bidder must provide the name of an individual who will be the Account Manager for the term of the Contract. The Account Manager will be responsible for proper operation and administration of the Contract by the Contractor, its agents and any and all subcontractors. The Account Manager shall respond in a timely manner, in writing unless instructed otherwise, to all information requests from the OSD Contract Manager. The Account Manager shall, upon request, attend meetings at OSD or at other sites, as indicated by the OSD Contract Manager. The Account Manager will be required to provide all periodic reports required under various sections of this RFR and to serve as the liaison between the Contractor, and OSD and the Eligible Entities. The Commonwealth/OSD may require the Contractor to relieve the Account Manager if in his/her opinion it appears that:

· The Account Manager does not perform at the applicable skill level specified in the Contract:

· The Account Manager does not deliver work which conforms to the performance standards of the Commonwealth in the contract; or

· Personality conflicts with the OSD Contract Manager hinder the effective functioning of the Contract.

2.9 BIDDER COMMUNICATIONS.  Bidders should note that oral communications are not binding on the Commonwealth. All requests/questions must be submitted in writing and if response(s) are posted on Comm-PASS then the response(s) are binding on the Commonwealth.

2.9.1 Written Inquiries.  The deadline for the submission of written questions is May 20, 2005 by 3:00 P.M. E.D.T.
Please submit any questions in the following form(s): Microsoft Word 7.0 or Lower, or Written form via fax or e-mail.

Please e-mail all questions to: robert.guerard@osd.state.ma.us 

If necessary, please fax all questions to the Attn: Robert Guerard, Procurement Team Leader Office, Recreational and Educational Equipment, Supplies and Services - Fax number 617- 727- 4527.

To identify questions coming in, please write in the subject area of your e-mail or fax the following: RFR# OFF19 Questions.

2.10 ADDENDA TO RFR. If it becomes necessary to revise any part of this RFR, or if additional data is necessary to clarify any of its provisions, an addendum will be posted on Comm‑PASS.

2.11 OPEN RATINGS/DUN AND BRADSTREET REPORTS. The Commonwealth and the PMT have chosen to utilize independent parties, Open Ratings & Dun and Bradstreet (D&B), to assist in the evaluation process in two (2) specific areas. Bidders must supply information, utilizing the order page at: http://www.ppereports.com/, to Open Ratings as soon as possible in order to ensure a timely report. It takes approximately fifteen (15) to eighteen (18) business days to finalize a report. Failure to contact Open Ratings prior to the RFR due date and time may disqualify a Bidders response.  Open Ratings & D&B will assist in evaluating the following areas and submit the resulting reports directly to the PMT with a copy sent to the Bidder:

· Past Supplier Performance Evaluation- All Bidders must submit a copy of their order request for the Past Supplier Performance Evaluation Report with their RFR response.  To obtain this report, it is required that Bidders complete twenty (20) Business References and submit these to Open Ratings. Open Ratings will then generate the report.  These twenty (20) Business References should include two of the Bidder's largest customers (based on purchase volume) in Massachusetts.

· Supplier Evaluation Report- All Bidders must submit a copy of their order request for the Supplier Evaluation Report with their RFR response. This report measures the company's financial strength.

· It is highly desirable that a Bidder receives a rating of 70 or greater on the Past Supplier Performance Evaluation and receive a rating of 6 or less on the Supplier Evaluation Report.

Both reports are required and the cost for these two (2) reports is $175.00 payable to Open Ratings, Inc.  The following is Open Ratings' contact information:
OPEN RATINGS, INC.
600 First Avenue North, #200
St. Petersburg, FL 33701
Telephone # 1-727-329-1184
Fax# 1 866-743-4239
Contact Person: Maggie Banta, Process Coordinator
E-mail:  reports@openratings.com
When placing an order for the Past Supplier Performance Evaluation Report and the Supplier Evaluation Report, select the "State and County" report option at the appropriate prompt during the ordering process.  It is required that, all Bidders submit the request for the reports directly to Open Ratings via http://www.ppereports.com/ or by fax utilizing Attachment 8 and submit a copy of the order confirmation with the bid submission.  The bidder must make arrangements with Open Ratings to pay for both reports prior to the due date for RFR Responses. Failure to submit a copy of your order confirmation (or completed order form, in the case of faxed orders) and the subsequent two reports submitted by Open Ratings directly to Robert Guerard at Robert.guerard@osd.state.ma.us may result in disqualification from this RFR.  After the PMT receives both reports from Open Ratings, the PMT will allow the bidder two (2) weeks to contest the result(s).  The Bidder will have to provide written notification to the PMT and Open Ratings of its intent to contest the results.  The Bidder must provide evidence as to why the final report(s) does not depict a true account of the Bidders financial and/or performance status.  After review of the evidence provided by the Bidder, the PMT may consult with Open Ratings to decide whether the evidence provided warrants a recalculation of one or both of the Bidders reports.

References will be called between the hours of 9:00 A.M. and 5:00 P.M. E.D.T. Monday through Friday. The PMT may reject references not available during this time frame.

NOTE: The following list of PMT Members/Advisors can not be utilized as D & B references.

	PMT Members/Advisors
	Eligible Entity

	Marie Killackey
	City of Cambridge

	Edie Blackney
	Department of Environmental Protection

	Mark Rousseau
	DCS/DUA

	Dmitriy Nikolayev
	Operational Services Division

	Marcia Deegler
	Operational Services Division

	Robert Guerard
	Operational Services Division

	Deborah Combra
	Operational Services Division

	Sarah Johnson
	Office of Consumer Affairs and Business Regulation

	Kerry Sutton
	Department of Correction

	Gail Pulley
	Environmental Affairs

	Paul Walsh
	Department of Public Health

	Joe Tomassini
	Registry of Motor Vehicles


2.12 GENERAL DEFINITIONS.
A. “Big Buy” - A promotional opportunity created by the OSD Contract Manager  and PMT in an effort to aggregate volume purchases and to obtain the best possible market price for the specific range(s) of supplies for Category 1, 2 and/or 3.

B. Environmentally Preferable Product (EPP) - A product or service that has a lesser or reduced effect on human health and the environment when compared with competing products or services that serve the same purpose. Such products or services may include, but are not limited to, those which contain recycled content, minimize waste, conserve energy or water, and reduce the amount of toxics either disposed of or consumed.
C. Post‑Consumer Recycled Content (PCRC) - Products generated by a business or consumer which have served their intended end uses, and which have been separated or diverted from solid waste for the purpose of collection, recycling and disposition.
D. Recyclability - The ability of a product or material to be recovered from or otherwise diverted from the solid waste stream for the purpose of recycling.

E. Chlorine Free Bleaching:

Totally Chlorine Free(TCF) - products bleached through alternative processes such as oxygen, hydrogen peroxide and ozone, none of which produce any of the toxic chemicals otherwise formed in the chlorine bleaching process (usually virgin products)

Process Chlorine Free(PCF) - is used to describe paper that has some post-consumer waste content (for which the bleaching process cannot accurately be determined), but that no new chlorine or chlorine derivatives have been introduced to the paper making process

Elemental Chlorine Free(ECF) - pertains to products that have been bleached and/or delignified with chlorine derivatives such as chlorine dioxide.  By using EFC processes, a wood pulp paper manufacturer can reduce dioxin emissions by 80-90%

F. Pre-consumer Materials - (also known as Post-Industrial) are generated by manufacturers and product converters. Instead of being discarded, the materials such as trimmings, damaged or obsolete products, or overruns are collected and incorporated into a manufacturing process.

G. Recovered Materials - are waste materials and byproducts which have been recovered or diverted from solid waste, including post-consumer materials and materials generated in industrial processes.
H. Stock Items – Contract items that are either part of your warehouse inventory or your wholesalers/mill warehouse for delivery.
I. Tree-Free Paper - are products made from non-wood fibers, such as kenaf (the most preferable, as it can be grown in the United states and harvested annually), bamboo, cotton, flax, and industrial hemp. 

SECTION 3
PART I - BUSINESS SPECIFICATIONS FOR ALL CATEGORIES
3.1 INTRODUCTION.  All specifications in this section apply to all Category 1, 2 and/or 3 bidders who receive an award resulting from this RFR unless specifically noted. The responses, as submitted, must meet or exceed all of the specifications contained within this RFR. All bidders must meet the minimum levels of specifications within this RFR. If the bidder can exceed the minimum requirement, evaluation points may be accessed, per specification, depending on the level of added value. This may contribute to the overall evaluation of a bidder's performance.  
3.1.1 Years in Business.  All Bidders must have been in business two (2) years prior to the release date of the RFR.  Points may be awarded based upon the number of years in business greater than two (2) years.

3.2 DELIVERY.  Contractor(s) must be able to deliver supplies statewide.  Delivery must be F.O.B. Destination with no delivery expenses paid by users of this contract.  F.O.B. destination shall mean inside delivery to the ordering entity desired location.

· All Categories, the Contractor must make delivery and have product available for delivery statewide. The Contractor shall be responsible for all delivery and unloading of product at no additional charge.  All deliveries shall be performed during regular working hours, usually 8:00 AM to 5:00 PM EST/EDT Monday through Friday.  Changes may be granted with written approval of the Eligible Entity.

· All Categories, the Contractor must be responsible for the delivery of products in first class condition at the point of delivery, and in accordance with good commercial practice. Shipping cases must show the name of the supplier, name and address of receiving customer and purchase order number as well as be properly labeled with the part number/stock number, quantity per box, paper size and if requested by the Eligible Entity any special designation for each carton ordered.
· All Categories, the Contractor must adhere to established security and/or property entrance policies and procedures established for all Department of Correction facilities or any other Eligible Entities facilities. It is the Contractors responsibility to adhere to those policies and procedures prior to any attempt to enter the premises. The Contractor must be prepared to supply a list of driver's names and any other background information necessary to the Department of Correction or an Eligible Entity for security clearance into the various locations throughout the state. All vendor vehicles are subject to inspection upon entering and leaving all facilities.

· All Categories, damaged shipments will not be accepted. In the event that a shipment is accepted and subsequently found to be incomplete, incorrect, or damaged, the shipment must either be replaced, at no cost to the Eligible Entity, or returned at the expense of  the Contractor, for a  refund or credit of the purchase price with no restocking fees.
· Category 1 Contractor(s), all deliveries must be made within one (1) business day of the order placement, or per a delivery schedule mutually agreed upon by the Eligible Entity and the Contractor.

· Category 2 Contractor(s), all deliveries must be made within two (2) business days of the order placement for stock items and within three (3) business days for non-stock items, or per a delivery schedule mutually agreed upon by the Eligible Entity and the Contractor.

· Category 2 Roll Stock Delivery Requirements - All deliveries of white, standard rolled stock must be within three (3) business days of the receipt of the order, unless mutually agreed upon,
· Deliveries of speciality rolled stock and/or colors must be within fifteen (15) business days of the receipt of the order, unless mutually agreed upon by both the Eligible Entity and Contractor

· Contractors must ship goods either palletized or rolling edge (no pallets).  All deliveries must be made in one (1) to three (3) rolls per package(maximum 3) in vertical rolling position. Any roll(s) delivered flat will not be accepted and will be returned to the Contractor at their expense.  All rolls delivered must be completely covered in either plastic or paper wrapper and be clearly labeled from the mill with the color, stock weight and roll weight.

· All packing slips must have the delivered weights included.

· Category 3 Contractor(s), all deliveries must be made within two (2) business days for plain stock envelopes and seven to ten (7-10) business days for printed stock envelopes or per a delivery schedule mutually agreed upon by the Eligible Entity and the Contractor.  For non-stock plain or printed envelopes delivery schedule mutually agreed upon by the Eligible Entity and the Contractor.

3.3 CONTRACTOR QUALIFICATIONS.

3.3.1 Qualification Authorized Reseller of Supplies Category 1 and Category 2.  Responses must be submitted only by the authorized reseller for the purposes of the purchase of supplies.
All Bidders submitting a response to Category 1 and/or Category 2 of this RFR must submit written certification from the appropriate wholesaler distributor (Category 1), two (2) paper mills (Category 2) stating that the bidder is an authorized reseller (Category 1) or an authorized paper merchant (Category 2) for supplies statewide and that the wholesale distributor and/or paper mills will support the bidder with adequate inventory of supplies for purchase by all potential Eligible Entities.

The certification(s) shall be on the official letterhead of the wholesale distributor (Category 1) or paper mills (Category 2) and signed by an authorized official of the company. An authorized official is defined as a company employee who has the requisite authority to commit, obligate and contractually bind the company.

The certification must identify the bidder and the bid identification number - OFF19 and the category bid (either Category 1 and/or Category 2). Failure to comply with the certification requirement may result in the rejection of the response.
3.3.2 Qualification Manufacturer of Envelopes for Category 3.  All bidders submitting a response to Category 3 of this RFR must submit written confirmation that the Bidder is capable of manufacturing plain, printed and special envelopes for delivery statewide and if necessary have the ability to warehouse larger quantities of envelopes for multiple delivery dates.

3.3.3 Sales, Customer Service, Warehouse and Vehicle Information.  All categories, it is highly desirable that the bidder maintain adequate sales and customer service personnel as well as warehouse space and delivery vehicles to support the contract terms and conditions.  Please provide the appropriate information on Attachment 6 for the category(ies) bid.
3.4 AFFIRMATIVE MARKET PROGRAM (AMP).  Massachusetts Executive Order 390 established a policy to promote the award of State Contracts in a manner that develops and strengthens Minority and/or Women Business Enterprises (M/WBEs).  As a result, M/WBEs are strongly encouraged to submit bid responses to this RFR, either as a Prime Contractor, as joint venture partners or as a subcontractor.  It is highly desirable that Bidders submit within the bid submission, the Bidders intent to utilize SOMWBA, Massachusetts certified M/WBE companies.  The PMT will only recognize Massachusetts SOMWBA Certified companies or companies who have applied for SOMWBA certification as part of the AMP Plan.  All Bidders must submit the AMP Plan Form as part of their response for evaluation.

All Bidders should provide the following minimum information on the AMP Plan Form and if necessary include a narrative in addition to the AMP Plan Form.

· Subcontracting: Bidders are asked to include expenditures commitments and copies of subcontracting agreements, Memorandums of Understanding (MOUs), or otherwise binding commitments between the Bidders and SOMWBA certified M/WBE companies.
· Growth & Development: Bidders are asked to submit a plan for education, training, mentoring, resource sharing, joint activities, and assistance in attaining SOMWBA certification that would increase industry capacity and the pool of qualified SOMWBA certified companies.
· Ancillary Uses of SOMWBA Certified M/WBE Company(ies): Bidders are asked to include expenditure commitments for use of certified M/WBE Company(ies) with or without the use of written commitments between the Bidder and the M/WBE Company(ies).  A description of the ancillary uses, outside the scope of the RFR, of certified M/WBEs, if any, must be included on the AMP Plan Form.

· Past Performance: Respondents are asked to include information relevent to the RFR category(ies) on past expenditures with SOMWBA certified M/WBEs of the previous two (2) calendar years.

The following are just a few examples of potential successful AMP Partnerships for Bidders to research and develop;

· AMP Partnership to purchase office and/or operational supplies for internal use.

· AMP Partnership to sell and/or deliver supplies.

· AMP Partnership to support pickup of recycled products or delivery of supplies.

Bidders are asked to include any additional AMP Partnership initiatives that further support their AMP Plan.

3.4.1 AMP Resources. There are resources available to assist Prime Bidders in finding potential M/WBE partners for developing their AMP Plans. Some of these resources include but are not limited to the following:

· The State Office of Minority & Women Business Assistance’s (SOMWBA) website, http://www.mass.gov/somwba. Here you can query Massachusetts certified M/WBE businesses eligible to participate in the AMP by business type, geographic area, and certification status. This is the best source for finding AMP partners. Note: When using the SOMWBA online search engine to find a certified business in a particular industry or field of interest, please be general rather than specific. If query is too specific you will receive less results.

· The Affirmative Market Program website contains a list of Massachusetts certified businesses that have acquired statewide contracts as prime contractors. You can find this list at www.mass.gov/amp under the heading Affirmative Market Program Participants.
· Both SOMWBA and the Affirmative Market Program have workshops that can be very helpful to attain SOMWBA Certification and to help contractors find Massachusetts Certified subcontractors.  http://www.mass.gov/somwba.
· Department Affirmative Market Program Coordinators are a great resource when researching specific vendor pools. They have first hand knowledge and relationships with the certified vendor community. A list of AMP Coordinators and their contact information can be found on the AMP website, www.mass.gov/amp under the “Find AMP Program Participants” screen.

· Members of Procurement Management Teams and Team Leaders/OSD Contract Managers (exception of current OFF19 PMT) may be able to provide a list of potential AMP partners within the primary industry of the RFR.

· AMP staff is available to assist any prime contractors in their efforts to partner with M/WBEs prior to the bid submission. The AMP Executive Director Monsi Quinones can be reached directly at 617-720-3149.
The AMP and OSD websites regularly announce AMP statewide events where all types of businesses are welcome to attend including prime contractors that are interested in developing relationships with Minority and Women-Owned Enterprises.

3.4.2 AMP Partner Direct Pay Bid Submission. If a sub-contract partnership is proposed that encourages a direct pay scenario between the Eligible Entities and the sub-contractor then the Bidder must have the AMP Partner (sub-contractor) submit a bid under separate cover with the appropriate contract forms, a copy of the AMP Plan Agreement and the appropriate Category Cost File Attachments of the Prime Bidder.  The AMP Partner must also agree and have the following required elements as part of their bid submission:

· Detailed Affirmative Market Participation Agreement utilizing the AMP Plan Form and necessary attachments.

· Agreement to sell supplies at the same cost as the Prime Bidder.
· Agree to all terms and conditions of the RFR for supplies with in the appropriate Category(ies).
3.4.3 Affirmative Market Partnership Rolling Enrollment. The OSD Contract Manager and the PMT will accept additional AMP Partnership bidder(s) proposals after the initial RFR due date based upon the creation of new Affirmative Market Partnership(s) with the existing OFF19 Contractor(s) for any Category(ies) and/or sub-category(ies).  RFR responses will be reviewed and potentially accepted throughout the term of the rolling enrollment. The contract terms for those additional bidders selected in the process will run concurrently with the initial OFF19 contract term.

3.4.4 Certification Information. Minority and Women owned business enterprises that are not currently SOMWBA certified and would like to be considered as an M/WBE for this RFR should submit an application for certification prior to the RFR bid response due date.  A copy of the certification application must be submitted as part of the bid response as a form of verification. For further information on SOMWBA certification, contact their office at 1-617-727-8692 or via the Internet at http://www.mass.gov/somwba.
3.5 DISTRIBUTION OF ADVERTISING LITERATURE, MANUALS, CATALOGS AND PRICE LISTS. Bidders awarded any Contract resulting from this RFR must submit all advertising literature with regards to OFF19, including but not limited to, brochures, catalogs, and price lists to the OSD Contract Manager and the PMT for review and approval prior to it being provided to any Eligible Entity. Non-compliance with this requirement will result in a penalty assessment negotiated by the OSD Contract Manager, PMT and Contractor.
It is highly desirable that Bidders agree to use 30% PCRC paper for all printed marketing materials and other literature related to this contract to all Eligible Entities.

As an alternative to printing and mailing, all Bidders are strongly encouraged to maximize the use of electronic means of information delivery. (e.g. websites, email, electronic file transfer protocol (FTP) applications, CD-ROM, etc.) with prior approval by the Contract Manager and PMT before release.
3.5.1 Custom Catalog.  All Categories, Contractor(s) must produce a customized catalog that contains only the contract items, part number, description and contract prices.  The customized catalog must be maintained by the contractor and distributed at no additional cost to the Eligible Entities for the contract duration.
3.6 PRICING PLAN OPTIONS. Options under which supplies may be procured:

· Outright Purchase

3.7 SEMI-ANNUAL REPORTING REQUIREMENTS. This Section of the Bidder's Response should indicate the Bidder's ability to fulfill the reporting requirements listed below. The Statewide information should be provided to the OSD Contract Manager. The Contractors and OSD Contract Manager will identify the spreadsheet format after the award.

3.7.1 Reports. The Contractor must provide and maintain access to a database which is capable of detailed tracking of customer accounts, requisitions, proof of delivery, deliveries, billing, and payments in a comprehensive manner.

The Contractor must provide, to the OSD Contract Manager, semi-annual and annual reports of all product purchases made under the Contract. The Contractor must provide the OSD Contract Manager with information on purchases of environmentally preferable products made by Commonwealth Eligible Entities upon request.  The reporting requirements outlined herein can be, if required by the OSD Contract Manager, modified to facilitate the Commonwealth’s needs. 
Failure to meet the reporting requirements established herein may result in contract termination. 

The following list represents information that must be included in semi-annual and annual  reports, and identified for each category awarded:

· Total dollars spent in each category of the Contract, separated by Commonwealth fiscal years (July 1 to June 30).

· Total supply dollars spent in each category of the Contract by individual Eligible Entities with each ordering category totaled individually.

· Total detailed list of each item purchased during the reporting period and maintained “year to date” (Y-T-D).
· A breakout of recycled and environmentally preferable product purchases by Commonwealth Eligible Entities within the individual categories (with information on current and/or potential savings if requested).  (Paper purchases shall also indicate delivered weight wherever possible).

· List all certified M/WBE sub-contract activity and purchase of supplies by Contractor and/or supplier.  Also, listed separately, the total dollars spent within all the categories compared to M/WBE total dollars participation on this contract.

· List other M/WBE activity such as Joint Ventures, Mentoring, etc.

· List number of Customer Service complaints and issues within the following categories:

· Delivery Issues

· Total number of complaint issues

· Total number of resolved issues

· Total number of unresolved issues listed alphabetically by Eligible Entity.

· A detailed explanation will be required upon request by the OSD Contract Manager and or the PMT of unresolved issues in excess of 10 business days.

· Proof of Deliveries must be maintained for a minimum of eighteen (18) months after deliveries.
· List of Eligible Entities whose payments due are over 45 days.  The OSD Contract Manager will assist in resolving overdue payments between the Eligible Entity and Contractor.

The submission deadline for Semi-Annual Reports (work completed in the period ending) will be:

	Period Ending
	Submission Deadline

	June 30
	July 20

	December 31
	January 20


3.8 CUSTOMER SURVEY.  All Contractors will be required to provide a survey semi-annually for each account.  The Eligible Entity is encouraged to complete and return to the OSD Contract Manager.  The surveys will assist the PMT in the evaluation of a Contractor’s performance during the term of the contract.
3.9 BILLING/INVOICING. Invoices shall be directly from the Contractor or Affirmative Market Partner, with a direct pay relation, approved by the OSD Contract Manager and PMT.
· Billing for supplies must be done at a minimum per order.  It is highly desirable if the Bidder can invoice electronically to the Eligible Entities upon request.

· Contractors may be required to provide, upon request of the Eligible Entity, consolidated billing. All supply invoices must have a separate line item identifying the account and the appropriate line item detail for the particular order and delivery.
· Invoices must clearly identify the prompt pay discount (PPD) available upon acceptance of the delivery or receipt of invoices whichever date is later.

· Invoices must clearly identify the dock delivery discount (DDD) if the Eligible Entity has chosen that form of delivery upon placement of order.
· Invoices must clearly identify the volume purchase discount (VPD) available when it is applicable to the order.
3.10 VENDOR FAIR PARTICIPATION. It is highly desirable that Bidders agree to participate and attend, as an exhibitor, at least two vendor fairs sponsored by the Operational Services Division each fiscal year.  These events include the Buy Recycled and Environmentally Preferable Product vendor fair and conference held annually in the fall and "STAR" the Statewide Contractors vendor fair, to be scheduled during mid to late spring. The cost of participating in these vendor fairs will be assumed by the Contractor.  If a Bidder agrees to participate in the vendor fairs and upon evaluation receives a contract award, the Bidder must attend both vendor fairs.  If a Contractor does not attend either or both vendor fairs the OSD Contract Manager and PMT reserve the right to access a penalty equal to the cost of attending for that given year.
3.11 On-Line ORDERING WEBSITE.  Awarded Contractor(s) must develop an on-line ordering web site to be utilized by the OSD Contract Manager and PMT to advertise the contract pricing and terms and conditions.  The website must be developed and approved by the OSD Contract Manager and the PMT, prior to publication, within 90 days after contract execution and during the contract term when changes/updates are necessary.  The website page must be accessible by an Eligible Entity at no additional cost.  The Contractor(s) are required to provide training statewide to all Eligible Entities at no additional cost.
The website must include the minimum functionality;

· Ability to provide a clear description including but not limited to the unit of measure, recycled content sybmol or words and cost for only contract items restricting non-contract items from view,
· Ability to search by category type of item, manufacturer, manufacturer part number #, keyword description, 

· Ability for Eligible Entity to save their “Favorites List”/”Shopping Cart” of most commonly purchased items,
· Ability to restrict either the quantity or total line value for the restricted items mentioned in Section 2.1,
· Ability to provide a workflow approval process for a minimum of 3 approval levels from Creator to Supervisor Approval to Final Approval to submit a purchase.  It is highly desirable if the website can handle more than 3 approval levels,
· Highly Desirable if the on-line website has the ability to provide the Eligible Entity with a cost comparison of lower cost items that are equal in quality to the item(s) requested prior to order placement,
· Ability to post the approved cost files by Category that clearly identify by y (yes) or n (no) all environmentally preferable products,
· Ability to maintain an archive section for prior approved Contractors cost files by Category for reference purposes for Entities,
· Ability to post Affirmative Market Partnership (AMP) agreement highlights with AMP Partners contact information; Company Name & Address, Contract Name, Telephone #, Fax # and E-mail address,
· Ability to post the Contract Survey Form in word and PDF formats,
· Ability to develop a Related Links section to include a link to the OFF19 main page, link to the OFF19 RFR/Contract, link to the OFF19 OSD Update once it is released,
· Ability to provide and maintain a Promotional Section to highlight any current or planned approved contract promotions,
· Ability to provide a How to Buy Section to highlight how to utilize the contract.  This section should include the Telephone, Fax and E-mail information for the Contractor(s) Contract Manager, Sales, Service and Customer Service personnel dedicated to the contract, including but not limited to instructions on how to utilize an on-line ordering system,
· Ability to provide an Environmental Information Section to cover the topics including but not limited to: information on and the benefits of purchasing environmentally preferred products, the use and benefits of remanufactured supplies, current and future environmental commitment(s), policies and initiatives (e.g. packaging reduction, toxics reduction, equipment end-of-life management, etc.) and other relevant topics.

The OSD Contract Manager and the PMT reserve the right to request modifications to the website page during the term of the contract.  Any modifications, changes or updates must be reviewed and approved by the OSD Contract Manager and PMT prior to publication. Non-compliance with this requirement will result in a penalty assessment negotiated by the OSD Contract Manager, PMT and Contractor.
SECTION 3
PART II - TECHNICAL SPECIFICATIONS
3.12 INTRODUCTION. All specifications in this section apply to all categories awarded under any contract resulting from this RFR unless specifically noted. The responses, as submitted, must meet and/or exceed all of the required specifications contained within this RFR. If a Bidder can exceed minimum requirements, points may be assessed, per category, depending on the level of added value. All Bidders must be able to provide costs and have product available for all the line items detailed in the appropriate attachment for the particular category(ies) being bid to qualify for bid evaluation.  Items provided by a Contractor must be in accordance with those contained in contract award.  Contractors are authorized to ship only those supply items covered by the contract.  If a review of orders placed by any Eligible Entity reveals that supply items other than that covered by the contract have been ordered and delivered, the Contract Manager will take such steps as are necessary to have the material returned by the Eligible Entity, regardless of the time lapsed between the date of delivery and discovery of the violation at a cost to the Contractor. Full credit will be required.  Contractors may also be subject to suspension for a period of time determined by the Contract Manager in consultation with the PMT and/or termination from the contract.
· All Categories, all paper products bid must contain a minimum of 30% post-consumer recycled content, unless a lesser % is specified in the RFR(e.g. selected office products). Bidders must verify by including a letter from the paper/product manufacturer that papers being bid meet minimum post-consumer recycled content specifications and standards for archival quality, brightness, opacity, caliper and smoothness as listed in this RFR.

In the event that this minimum PCRC standard increases at the federal government level during the contract term, the PMT reserves the right to require (within a reasonable amount of time) that the state contract level of PCRC also be increased to stay in line with the federal standards. 
· All Categories, all paper products bid must meet the specifications for archival quality (ANSI/NISO Z39-48-1992), and for brightness and opacity as detailed below: NISO Standards - National Information Standards Organization (NISO)
· ANSI / NISO Z39, 48-1992 requires that the following standards be met: 

· a pH in the range of 7.5 to 10  (for coated paper, a pH of core paper in the range of 7.0 to 10 (exclusive of coating)
· a minimum average machine direction tear index of 5.25 mNm2/g  (for coated paper a tear index of 3.50 mNm2/g).  See TAPPI T414 cm-88. .http://www.tappi.org/index.asp
· a minimum alkaline reserve equivalent to 2% calcium carbonate based on oven dry weight of the paper.  (See ASTM D 4988-89).
· no more than 7.5% lignin by weight of the finished paper, as indicated by a Kappa number not greater than 50.  (See TAPPI T236 cm-85).
· Minimum Specifications for Brightness and Opacity:
	PAPER GROUP DESCRIPTION
	MINIMUM ACCEPTABLE BRIGHTNESS
	MINIMUM ACCEPTABLEOPACITY
	MINIMUM ACCEPTABLE CALIPER

	25% Rag Bond
	90
	88
	.004

	Sulfite #4 Bond
	84
	86
	.004 - .005

	Offset - Uncoated 50#
	80
	90
	.004 - .005

	Offset- Uncoated 60#
	80
	92
	.004 - .005

	Offset - Uncoated 70#
	80
	93
	.005 - .0055

	Offset - Uncoated 80#
	80
	95
	.006 - .0065

	Offset - Coated 60#
	88
	93
	.003 - .004

	Offset - Coated 70#
	88
	94
	.003 - .004

	Offset - Coated 80#
	88
	95
	.003 - .004

	Vellum Bristol Cover 67#
	84
	95
	N/A

	Antique Finish Cover 50#
	88
	95
	.007

	Antique Finish Cover 65#
	88
	95
	.009

	Antique Finish Cover 80#
	80
	98
	.0105

	Bristol Index 90#
	84
	95
	.0075

	Bristol Index 110#
	84
	97
	.009

	Bristol Index 140#
	84
	99
	.011

	Label Stock
	80
	90
	N/A

	Blank Multipart Sets/Carbonless
	85
	75
	N/A

	Copier Paper
	84
	86
	.004 - .005

	Blank Sets
	85
	75
	N/A

	Pre-Collated Carbonless
	85
	75
	N/A


· Category 2 Archival Certification, Bidders responding must submit a statement on the letterhead for each paper mill that certifies that the paper items offered meet the archival standards.  Bidders failing to supply this signed certification may be considered non-responsive and disqualified from that category.

3.13 ENVIRONMENTAL SPECIFICATIONS.  Bidders must complete the appropriate environmental attachment dependent upon the category(ies) bid and attach any applicable supporting documentation to notify the PMT about their compliance with the environmental specifications.
· All Categories, all paper products bid must meet the industry standards for smoothness
· All Categories, all paper products bid must be recyclable in business or municipal recycling programs
· All Categories, Bidders must use packaging/reinforced cartons that contain a minimum of 35% post-consumer recycled content, and provide a written statement from the carton manufacturer/supplier  verifying the actual percentage of recycled content
· All Categories, it is highly desirable if Bidders are able to offer selected products that reduce or eliminate the use of chlorine in the bleaching process to the maximum extent possible; (preference may be given to Bidders providing products on their cost file that are Processed Chlorine Free (PCF), and/or offering paper certified by the Chlorine Free Association
· Category 2, Bidders must be able to offer at least one alternative paper product made from materials other than wood pulp (e.g. kenaf), one paper product made with a minimum of 50% PCRC and one paper product made with a minimum of 100% PCRC
· Category 2, Bidders must agree to work with the PMT to implement the performance reporting process outlined in the Environmental Paper Assessment Tool (EPAT) once the tool becomes available for use. The PMT also reserves the right to incorporate the desired outcomes defined in EPAT into the OFF19 contract specifications. (EPAT is a project being designed by The Paper Working Group, which is a collaboration between close to one dozen companies to make environmentally preferable paper products more widely available, affordable and measurable. Visit http://www.metafore.org/index.php?p=Paper+Working+Group&s=24 for details)
· Category 2, Bidders it is highly desirable that Bidders be able to supply a selected number of products that are certified that no pulp from old growth forests was utilized, and/or that the paper products are certified by the Forest Stewardship Council and/or the Sustainable Forestry Initiative

· 
Categories 1 and 3, it is highly desirable if Bidders are able to offer selected products that contain a higher percentage of post-consumer content than the minimum required in this RFR.
3.13.1 Minimum Recycled Content Requirements.  All products listed on this table for Category 1, appropriate items for Category 2 and Category 3 must be offered only as a recycled product to Massachusetts Eligible Entities and contain at least the minimum % of post-consumer content indicated below for each item.  The Contractor must agree to work with the Commonwealth to determine the most effective method of restricting the purchase of these products wherever they are offered as a non-recycled item in the catalog.  Prior to the next catalog revision date and each year after that, the Contractor must submit a copy of the Commonwealth customized catalog to the Contract Manager and PMT for review prior to release.
	ITEM
	Minimum

% PCRC
	ITEM
	Minimum

% PCRC

	OFFICE PAPER PRODUCTS
	
	PAPER Types:  copy, roll stock, continuous, offset, construction, typing, writing
	30% 



	Appointment books
	20%
	Pocket portfolios w/fasteners
	10% 

	Calendars/ refills
	10% 
	Pressboard Folders
	20% 

	Envelopes, white and kraft
	30%
	Record books, columnar
	10% 

	Desk pads/ blotters
	35%
	Report covers w/ fasteners
	10% 

	Post-its and fax post-its
	20% 
	Report covers, paper
	15% 

	Pads- ALL,  lined, unlined
	10% 
	Report covers, pressboard
	30% 

	Pads, telephone message
	10% 
	Report covers, punchless
	10% 

	File folders, hanging
	10% 
	Ring binders, presentation
	10% 

	File folders & Pockets, manila
	10%
	Ring binders, pressboard
	30%

	File folders & Pockets, colored
	10% 
	
	

	File Guides, manila & pressboard
	10% 
	PAPERBOARD/PACKAGING PRODUCTS
	

	Files, expanding
	10% 
	Card/fiberboard file boxes – all
	50%

	File storage boxes 
	35% 
	Cardboard diskette mailer
	35%

	Files, storage, drawers
	35% 
	Cardboard recycling boxes
	50% - 100%

	Filler paper, ruled
	10% 
	NON-PAPER OFFICE PRODUCTS
	

	Flip charts
	10% 
	Binders/ plastic (poly-flex)
	20%

	Folders, expanding,  wallet and box bottom
	10% 
	Stackable trays, plastic
	25%

	Forms, message
	10%
	Stackable trays & racks/ steel
	100%

	Index cards
	10%
	Recycling receptacles (Purchases limited on contract)
	30% - 100%

	Janitorial Paper Products
	10%-50%
	Report covers, color, plastic
	25%

	Paper towels
	40%
	Report covers, leatherette
	10%

	Toilet Tissue
	20%
	Ruler/ plastic
	20%

	Facial Tissue
	10%
	Wastebasket/ plastic – ALL
	10%

	Napkins
	30%
	OTHER, MISCELLANEOUS ITEMS
	

	Paper wipes, disposable
	50%
	Janitorial Cleaning Products – any product offered for sale must meet the specifications established in GRO16

(Purchases limited on contract)
	Green Seal Certified
(per GRO16)

	Mailers, padded
	50%
	Trash can liners (bags) (Purchases limited on contract)
	20%

	Notebooks and steno
	10% 
	
	


3.13.2 Environmental Plan. All Categories, beginning the first year of the contract and throughout the life of the contract, awarded Contractors must agree to work with OSD and the PMT to examine the feasibility of implementing an environmental plan.  Such a plan may include, but not be limited to, the following:

· periodically review and, upon mutual agreement, determine where additional recycled, and/or other environmentally preferable products may be added to the contract (e.g. add PCF paper products)

· consider the introduction of recycled and/or environmentally preferable products into other operational areas, such as using recycled paper that meets the federal standards for all printing/publishing and/or advertising needs (brochures, catalogs, etc.), vehicle maintenance( re-refined oil and antifreeze, retread tires) 
· consider the use of alternative fuel vehicles (e.g. hybrids, CNG) or other types of vehicles using environmentally preferable fuel or retrofit with emission control devices (e.g. use of ultra-low sulfur diesel fuel, diesel emission control technologies) for product deliveries

· examine the feasibility of source reduction efforts to reduce or eliminate the use of primary packaging  (e.g. cardboard cartons) and secondary packaging (e.g. polystyrene, shrink-wrap)

· develop a plan to implement collection and recycling of materials at the manufacturer’s or distributor’s facility(ies) 

· encourage environmental initiatives at a corporate/manufacturing level, such as clearly identifying recycled content of packaging on the packaging, conducting product life cycle assessments, the working toward the elimination of ozone depleting chemical usage in the manufacturing  process, and implementing internal environmental auditing related to pollution control, for the purpose of identifying ways to reduce the impact of manufacturing on the environment

· work with the PMT to develop and distribute information and/or materials to Commonwealth customers on the Contractor’s environmental practices and initiatives throughout the term of the contract and assist in educating customers about the benefits of purchasing recycled content paper products

· The PMT may award points to Bidders who provide evidence that measures and initiatives such as these are already in place within their operations, and/or for written proposals submitted with their Response detailing a commitment to action contingent upon receipt of a contract award 

3.14 Recycled Content Specialty Paper. Category 2 Bidders must be able to provide a selection of Specialty Papers at a cost negotiated between the Eligible Entity and Contractor(s) for all specialty papers not identified in Attachment 2.
3.15 Recycled Content Flat or Label Stock. Category 2 Bidders must be able to provide a selection of flat and/or label stock identified in Attachment 2 and those not identified in Attachment 2 at the following minimum specifications;
· Specifications on Attachment 2 addition to the general RFR specifications apply to this category.

· Product construction specific to Label Stock, must include a 60# minimum face stock of 3M ScotchMark, 711 bright white or equal, and meet the following specifications for adhesives:

· Repositionable label stock - adhesive must be #1000 repositionable acrylic, or equal, and provide one piece removability from many surfaces, including fragile papers, and meet the ASTM D-333D standards for 90( peel/ removal

· Permanent label stock - must be MACtac Crack N Peel, or equal

3.16 Recycled Content Roll Stock.  Category 2 Bidders  must be able to provide roll stock with a 40” maximum diameter with a 3” core in white and colors.
3.17 Continuous Forms Specifications.  Category 2 Bidders must be able to provide continuous forms per the specifications below;
· Forms must be supplied with the options of blank, three lines per inch, or ½” bar lines (standard colors) 
· Recycled standard logo or the words “30% post-consumer content” must be included on all continuous forms cartons/packing at no additional charge to customers
· All forms must meet the minimum standards established by the National Board of Forms Association (NBFA) to ensure high quality performance

· form construction must include perforation between each form to a degree that will insure uninterrupted continuous feeding with constant commercially perfect alignment and positive registration on all copies

· all forms must be crimped in both margins every two(2) inches for each form depth or not crimped at the request of the Eligible Entity
· Punched holes must be at ½” intervals punched 5/32” with perforated or non-perforated margins at the request of the Eligible Entity
· All forms must have standard pin feed holes to fit feeding devices for all standard printers. If an Eligible Entity has a special request for pin feed locations not considered “standard,” the awarded Contractor” must have the capabilities to produce and deliver such request at an additional cost mutually agreed upon by the Eligble Entity and Contractor.
· All NCR coatings must be a black image, one time sensitive and non-smudge, guaranteed to give clear legible copies

· All stock forms must range from One (1) part Register Bond Recycled and One (1) to Four (4) Part NCR Carbonless

· The base weights for One (1) part Register Bond Recycled must range from 15#, 18#, 20# & 24#.

· The base weights for NCR Carbonless must range from One(1) Part 15#CB, Two(2) Part 15#CB, 15#CF, Three(3) Part 15#CB, 14#CFB & 15#CF & Four(4) Part 15#CB, 14#CFB, 14#CFB, & 15#CF

· All forms must have a minimum brightness of 70

3.18 Printing AND CONSTRUCTION Capabilities.  Category 3 Bidders must be able to provide printed envelopes per the specifications below;
· White printed envelope pricing must include one (1) color on front side of the envelope, with an availability of industry standard PMS colors

· Color wove envelopes must be available in industry standard PMS colors

· Proofs are required, unless waived by the Eligible Entity, with printed envelopes and must be provided within a mutually agreed upon time
· As part of sound environmental initiatives, Contractors must be able to provide Commonwealth customers upon request with soy (and/or water) based inks at no extra cost

· Recycled standard logo with the words “30% post-consumer content” must be included on all printed envelopes at no additional charge to customers
· Bidders must be able to provide 30% PCRC sub 24# white wove, plain and printed and 30% PCRC sub 28# brown Kraft, plain and printed

· White wove and brown Kraft envelope seams must be fully gummed and reinforced

· All window material must be made from recyclable glassine (cellulose based) any postal problems arising from clarity or other material deficiencies must be corrected at no extra charge to the Eligible Entity
· Any change of material must be approved by the PMT and the customer before printing and delivery

· All envelopes must be completely recyclable in office paper recycling programs

· Bidders must be responsible to advise Eligible Entity of any changes in US Postal regulations that may impact envelope construction and/or design

3.18.1 Environmental Compliance for Category 3 Facilities.  Category 3 Bidders with printing facilities must comply with all applicable state and federal environmental regulations.

Bidders with printing facilities located in Massachusetts must comply with the annual certification and other requirements of the Massachusetts DEP Environmental Results Program.  The Environmental Results Program is an environmental performance initiative featuring a multimedia, sector-based regulatory approach that replaces facility-specific state permits with industry-wide environmental performance standards and annual certifications of compliance.  ERP certification is mandatory for all commercial printing operations in Massachusetts. More information about the Environmental Results Program and the http://www.mass.gov/dep/erp/erphome.htm.

Bidders with printing facilities located in Massachusetts must submit one of the two documents listed below to demonstrate compliance with this requirement. (If Bidders are unsure as to whether they are required to certify, they should review the Non-Applicability Statement first, as it helps to clarify the ERP criteria. Both forms and instructions are available from the DEP website at http://www.mass.gov/dep/erp/erpforms.htm - scroll down to “Printers”.

· Annual Compliance Certification for year 2004 (which was required to be submitted by September 15, 2004) or a more recently submitted 2005 form.  To demonstrate compliance, Bidders must provide copies of the first page and the last page of the completed form with authorized officer’s signature as submitted to DEP.  If the filing was performed electronically, any document confirming successful filing would be sufficient to demonstrate compliance.

· Non-Applicability Statement for Printers (which was to be submitted by September 15, 2004) or more recently submitted 2005 form.  To demonstrate compliance, Bidders must provide a copy of the completed form with authorized officer’s signature as submitted to DEP or evidence of successful electronic filing.
Bidders with facilities located outside of Massachusetts must provide the following documentation:

· Waste Water – a copy of any applicable NPDES or local POTW (only the front page of the permit document must be submitted to demonstrate compliance with this requirement);

· Hazardous waste – a copy of any applicable RCRA permit (only the front page of the permit document must be submitted to demonstrate compliance with this requirement);

· Storm Water – a copy of any applicable NPDES or local POTW permit (only the front page of the permit document must be submitted to demonstrate compliance with this requirement).

If a specific permit is not required for a facility, Bidders must submit information on the reason(s) such permit is not required.

3.19 Supply Substitutions. After award, supplies that are subsequently discontinued from a manufacturer's line may be substituted at the same cost or lower and at the same quality or better than the original awarded supply. Bidders must submit a new cost attachment highlighting the requested substitution item(s) for the Contract Manager and PMT to review.  All pricing, terms and conditions of discontinued items will apply to new items. Substituted items must meet or exceed the performance specification of the discontinued item(s).

Replacement of obsolete items will be reviewed on an individual basis no sooner than 6-months after commencement of this contract and in 6-month intervals thereafter.

Contractors will be promptly notified of the acceptance or rejection of substitution requests. No substitution requests can be offered to an Eligible Entity until the request is approved.  If rejected, the contractor can not offer the item(s) to any Eligible Entity as a contract item. Non-compliance with the above statement may result in a written warning, penalty assessment and/or contract termination

The substitution guidelines are subject to change by the OSD Contract Manager and PMT throughout the term of the contract.

3.20 Supply Additions.  After award, Contractor(s) may submit a request to add products similar to the ones awarded to the Contract Manager and PMT for review.  The additions need to be at the same discount percentage (%) off or greater off of the tier 3 pricing for the type of product being requested for addition.  The Contractor(s) also needs to provide justification as to why it is in our interest to add the particular product.  Bidders must submit a new cost attachment highlighting the requested addition item(s) for the Contract Manager and PMT to review.  All pricing, terms and conditions of addition items will apply to new items. Addition items must meet or exceed the performance specification of the awarded item(s).

Addition requests will be reviewed on an individual basis no sooner than 6-months after commencement of this contract and in 6-month intervals thereafter.

Contractors will be promptly notified of the acceptance or rejection of addition requests. No requests for additions can be offered to an Eligible Entity until the request is approved.  If rejected, the Contractor(s) can not offer the item(s) to any Eligible Entity as a contract item. Non-compliance with the above statement may result in a written warning, penalty assessment and/or contract termination

The addition guidelines are subject to change by the OSD Contract Manager and PMT throughout the term of the contract.

3.21 BACKORDERING.  Category 1, awarded Contractor(s) must automatically deliver all backordered items not in stock at the time of request.  If a Contractor can not deliver the backordered item(s) within 2-business days of the original date of order then the Contractor is responsible to deliver an equal or better quality item at the same price of the backordered item within the 2-business days. No service charges will be allowed for delivery of supplies on backorder.

3.22 BACKORDERING.  Category 2 and Category 3, awarded Contractor(s) must deliver backordered items in a time frame mutually agreed upon by the Eligible Entity and the Contractor(s).  No service charges will be allowed for delivery of supplies on backorder.
3.23 ORDER FILL RATE.  Category 1, awarded Contractor(s), must maintain a complete order fill rate of 98% for two (2) day delivery during the term of the contract.  If a Contractor does not maintain this fill rate the Contract Manger and PMT have the ability to assess a written warning, penalty assessment, add an additional Bidder and/or contract termination.
3.24 MINIMUM ORDER QUANTITIES.  Category 3, minimum order for printed envelopes will be 1 carton.
SECTION 3
PART III - COST REQUIREMENTS
3.25 TAX EXEMPTION. The Eligible Entity and the Commonwealth certify that the supplies to be acquired under this Statewide Contract will be used for necessary governmental purposes and will be exempt from all taxes presently assessed and levied with respect to personal property. Therefore, all invoices and contract documents must not include a sales tax entry. In the event the use, possession or acquisition of the supply is found to be subject to taxation or other governmental charges, the Eligible Entity will pay such taxes or charges.
3.26 PRICE OF SUPPLIES. All Category 1, 2 or 3 line item contract prices must be entered on the Attachment 1, 2 and/or 3 cost files.

· Category 1 Contractor(s) must incorporate per MGL Chapter 6 Section 134 the Commonwealth of Massachusetts, Ferguson Industries for the Blind Stationary and Cleaning Supplies at no additional costs to the Eligible Entities.  The items must be incorporated within the catalog and on-line ordering websites prior to approval for the term of the contract.  It is the requirement of Ferguson Industries to supply adequate inventory to assist the Contractor(s) in maintaining the delivery requirements of the contract.  If inventory levels are not adequately provided to the Contractor(s) then the Contract Manager and PMT will determine if an equal product can be substituted until such inventory levels are maintained to support the demand.
3.26.1 Cost File(s): All bidders must complete the Category 1, 2 and/or 3 cost file(s) in its entirety as instructed to qualify for evaluation.

· Bidders must complete all items on the attached Cost File for each category being bid and clearly indicate the cost in the appropriate cells provided. 

· The quantities and prices indicated on the Cost File must reflect all the terms and conditions of the contract including but not limited to FOB Destination with inside delivery.
· Bidders are also required to indicate the percentage off for Dock Delivery Discount (DDD) on the desirables cost file sheet as well as the appropriate Volume Purchase Discounts (VPD).
SECTION 3
PART IV - EVALUATION METHODOLOGY
3.27 EVALUATION AND AWARD OF CONTRACT.  Responses will be evaluated and awards made which will represent "The Best Value to the Commonwealth of Massachusetts."  Awards may be made based on, but not limited to:

· Cost of selected items on Attachment 1, 2 and/or 3

· Affirmative Market Partnerships - estimated 10% of evaluation
· Environmental Initiatives

· Desirable Bidder Submission Sheet – Attachment 5
· Sales, Customer Service, Warehouse and Vehicle Information – Attachment 6

· Open Ratings and Dun & Bradstreet Past Supplier Performance and Supplier Evaluation Reports.

	Category 
	Maximum Number of Awards

	Category 1
	1 Award

	
	

	Category 2
	2 Awards

	
	

	Category 3
	2 Awards

	
	


The Commonwealth reserves the right to render more than the identified number of awards in a particular category(ies) in the event that the Commonwealth’s needs are not sufficiently covered by the awarded qualified Bidder(s).

SECTION 3
PART V - PERFORMANCE REQUIREMENTS
3.28 INTRODUCTION. The Commonwealth is endeavoring to deliver the best value Contract to facilitate the needs of our customers. However, it is important to measure the Contractor's performance to ensure that the Contract is in compliance with what has been requested and what the Contractor has offered in this RFR. The Commonwealth recognizes that it is important to establish a partnership with the Contractor but the Commonwealth must put in place performance requirements to safeguard and ensure Contract performance.

3.29 PERFORMANCE MEASUREMENTS. The PMT has established the following criteria to monitor bidder performance for this contract. The measurement will be satisfactory or unsatisfactory. The following sections of specific performance areas will be subject to measurement:
3.29.1 Customer Satisfaction. It is required that the Contractor maintains customer satisfaction in the following areas:

· Customer Service: Include but not limited to timely response to shipping or billing inquiries.
· Sales Support in presenting the contract terms and conditions including accurate price quotes to an Eligible Entity.
3.29.2 Report Compliance. Awarded Contractors must satisfy all reporting requirements within this RFR in the agreed format on a semi-annual basis and/or as requested. 

3.29.3 Affirmative Market Program Compliance. Commitments made by each of the awarded bidders will be monitored and incorporated in each bidder's performance measurement criteria. Measurement criteria are to be determined according to each individual bid proposal.

3.29.4 Account Manager. It is required that the Contractor's Account Manager facilitates the needs of this Contract. The Contractor must replace an Account Manager when requested by the OSD Contract Manager. The OSD Contract Manager, in concert with the PMT, will monitor the performance of the Contractor(s) on an ongoing basis.

3.29.5 Complaints. It is required that Contractors accept the provisions of this RFR in its entirety. Complaints may be generated and submitted in writing to the Contractor Manager by Eligible Entities and other bidders.

The OSD Contract Manager and PMT may also submit complaints in writing to contract bidders for immediate resolution pertaining to any condition of compliance with contractual provisions.

Immediate attention and resolution given to complaints and the number of complaints filed will be the criteria used for measuring performance in this section.

3.29.6 UNSATISFACTORY PERFORMANCE REMEDIES. Failure to maintain a satisfactory performance rating yearly or per written incident will result in a negotiated penalty between the OSD Contract Manager, PMT and Contractor. If the OSD Contract Manager and the PMT receive written complaints of non-compliance with the service requirements then the OSD Contract Manager and the PMT reserve the right to negotiate with the Contractor, a reasonable penalty, based upon the degree of the non-compliance.  The following penalties are examples that the OSD Contract Manager and PMT have, at their disposal, to negotiate with the Contractor and do not limit the OSD Contract Manager and PMT from creating additional penalties more appropriate for the individual situation.
· Contractor written warning and subsequent financial penalty. (e.g. Free supplies for the Eligible Entity(ies) affected by the unsatisfactory service response for a period of time at a value negotiated by the OSD Contract Manager, PMT and Contractor; Supply value credit per incident and/or per Entity for non-performance etc).
In addition, the PMT reserves the right to take any other actions if the PMT determines that the current costs from the Contractor(s) are not competitive or if the PTL receives written complaints of non-compliance with the service requirements.  The PMT will provide the Contractor(s) in question the opportunity to cure a performance-related issue.  In the event of continued performance-related issues, the PMT can take actions that include but not limited to:
· The OSD Contract Manager and PMT reserve the right to make additional awards from the original bids submitted in a category.
· Suspend the ability of the Contractor(s) to sell supplies in their awarded category(ies).

· Terminate the contract of the Contractor(s) in their awarded category(ies).

3.29.7 Open Enrollment.  The OSD Contract Manager and PMT Manager reserve the right to allow an “Open Enrollment” period during the term of the contract if it is determined to be in the best interest of the Commonwealth of Massachusetts because a Contractors poor performance or non-competitive costs.  After the initial award of this RFR, the PMT may allow bidders an opportunity to submit responses in accordance with an "Open Enrollment" period at a time specified by the PMT during the contract period.  The PMT would evaluate responses based upon the evaluation criteria and make awards for those Bidders who qualified based upon the evaluation criteria.  Contracts awarded as a result of the "Open Enrollment Period" process will run concurrently with the other OFF19 Contractors remaining contract term.
SECTION 3
PART VI - SUBMISSION REQUIREMENTS
Bidders must submit one (1) original hard copy of all required forms signed in blue ink and one (1) copy of the complete response. It is also required that a bidder submit the appropriate Attachment 1, 2 and/or 3 cost files electronically on CD or 3.5” diskette in the appropriate Excel File format.  Please submit your complete bid submission to the following contact and address:

Robert Guerard

Procurement Team Leader Office Recreational and Educational Supplies and Services.
Operational Services Division, 10th Floor, Room 1017

One Ashburton Place, Boston, MA 02108-1552

· All responses must be submitted in a sealed envelope clearly marked with “RFR #OFF19”, the due date and the time on the face of the outer mailing envelope.

· Bidders must include a letter of intent, as the cover to the bid submission, detailing the Category(ies) being submitted for evaluation.

· The following required forms referenced below must be downloaded from Comm-PASS website under the forms and terms tab for OFF19 and submitted by all Bidders.  The Affirmative Market Plan Form is the only form that would need to be submitted multiple times if the AMP Plan is different for each category or individual partnership.

The following required OSD Forms are available under the Forms/Terms Tabs:
· STANDARD CONTRACT FORM
· COMMONWEALTH OF MASSACHUSETTS TERMS AND CONDITIONS
· VERIFICATION OF TAXATION REPORTING INFORMATION (W9)
· AFFIRMATIVE MARKET PLAN FORM
· AFFIRMATIVE ACTION PLAN FORM
· ADDITIONAL ENVIRONMENTALLY PREFERABLE PRODUCT INFORMATION
· CONTRACTOR AUTHORIZED SIGNATORY LISTING
· ELECTRONIC FUNDS TRANSFER FORM
· NORTHERN IRELAND NOTICE AND CERTIFICATION FORM
· PROMPT PAYMENT DISCOUNT FORM
· RFR- REQUIRED SPECIFICATIONS FOR STATEWIDE CONTRACTS
· ATTACHMENT 1 - CATEGORY 1 COST FILE

· ATTACHMENT 2 - CATEGORY 2 COST FILE

· ATTACHMENT 3 - CATEGORY 3 COST FILE

· ATTACHMENT 4 - MANDATORY BIDDER SUBMISSION SHEET

· ATTACHMENT 5 - DESIRABLE BIDDER SUBMISSION SHEET

· ATTACHMENT 6 - SALES, CUSTOMER SERVICE, WAREHOUSE AND VEHICLE BIDDER INFORMATION
· ATTACHMENT 7 - TAX COMPLIANCE CERTIFICATION

· ATTACHMENT 8 - COPY OF THE PAST PERFORMANCE EVALUATION/SUPPLIER EVALUATION REVIEW OR A COPY OF THE ELECTRONIC ORDER REQUEST FORM
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