**IMPORTANT NOTICE**

 ONLINE BIDDING PROCESS
· Bid pricing must be submitted online through Alameda County EZSourcing Supplier Portal.
· The following pages require signatures and must be scanned and uploaded to Alameda County  EZSourcing Supplier Portal:

1. Exhibit A – Bid Response Packet, Bidder Information and Acceptance page

a.  Must be signed by Bidder
2. Exhibit A – Bid Response Packet, SLEB Information Sheet
a. Must be signed by Bidder
Please read EXHIBIT A – Bid Response Packet carefully, INCOMPLETE BIDS WILL BE REJECTED.  Alameda County will not accept submissions or documentation after the bid response due date.  Successful uploading of a document does not equal acceptance of the document by Alameda County. 

COUNTY OF ALAMEDA

REQUEST FOR PROPOSAL No. 901848
for

<Countywide Office Supplies
	For complete information regarding this project, see RFP posted at http://www.acgov.org/gsa_app/gsa/purchasing/bid_content/contractopportunities.jsp or contact the County representative listed below.  Thank you for your interest!


Contact Person:  Thuy Truong, Procurement & Contracts Specialist

Phone Number:  (510) 208-9643
E-mail Address:  thuy.truong@acgov.org


RESPONSE DUE

by

2:00 p.m.

on

April 2, 2020
through
Alameda County, GSA-Procurement
EZSourcing Supplier Portal
https://ezsourcing.acgov.org/
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Alameda County is committed to reducing environmental impacts across our entire supply chain. 

If printing this document, please print only what you need, print double-sided, and use recycled-content paper.

CALENDAR OF EVENTS

REQUEST FOR PROPOSAL No. 901848
<Countywide Office Supplies
	EVENT
	DATE/LOCATION

	Request Issued
	February 26, 2020

	Written Questions Due
	March 6, 2020 by 5:00 p.m.

	Networking/Bidders Conference
	March 5, 2020 at 1:30 p.m.
GSA-Procurement

Room 1105, 11th Floor
1401 Lakeside Drive

Oakland, CA  94612

TO ATTEND ONLINE: http://gsaalamedacounty.adobeconnect.com/admin/show-event-catalog

	List of Attendees
	March 9, 2020

	Q&A Issued
	March 19, 2020

	Addendum Issued [only if necessary to amend RFP]
	March 19, 2020

	Response Due
	April 2, 2020 by 2:00 p.m.

	Evaluation Period
	April 2 – 10, 2020 

	Vendor Interviews
	Week of April 20, 2020

	GSA Recommending Award Issued
	May 11, 2020

	GSA Consideration Award Date
	May 18, 2020

	Contract Start Date
	July 1, 2020


NOTE:  All dates are tentative and subject to change.

	Alameda County Vendor Outreach 

	Wednesday, March 4, 2020
1:00 p.m. – 2:00 p.m.

Fremont Library
Conference Room A
2400 Stevenson Blvd.
Fremont, CA 94538
	COME MEET ALAMEDA COUNTY’S 
PROCUREMENT TEAM!

This is a public event where vendors can speak with GSA professionals, get to know them, and learn more about contracting opportunities with the County.


COUNTY OF ALAMEDA
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ATTACHMENTS

EXHIBIT A – BID RESPONSE PACKET

EXHIBIT B – ENVIRONMENTAL CRITERIA

I. STATEMENT OF WORK
A. INTENT

It is the intent of these specifications, terms and conditions to describe the supply and next day delivery of office supplies required by the County.

The County intends to award a three-year contract (with option to renew) to the lowest responsible bidder who meets the requirements of these specifications, terms, and conditions.  It is the County’s intent to increase participation of certified Small Local Emerging Businesses (SLEB).  In order to participate herein, a business must satisfy the locality requirements and be certified by the County as a small, local, or emerging business.
The County seeks to obtain competitive pricing, but also best value, performance, convenient ordering, reliable delivery, and reliable sustainable products, packaging, and transportation practices.

It is the intent of these specifications, terms and conditions to procure the most environmentally preferable products with equivalent or higher performance and at equal or lower cost than traditional products.  Specific requirements from the County’s Sustainability Program that are related to this Bid are included in the appropriate Bid sections.

B. SCOPE / BACKGROUND
The County of Alameda has more than 9,000 employees in more than 21 agencies and departments located in approximately 170 leased and owned facilities.  Alameda County requires inside delivery of office supplies to an estimated 158 distinct street addresses.  One street address may have multiple delivery locations.  The awarded contractor(s) shall invoice accurately and separately each of the 28 County Business Units and its departments.  Some locations, such as the County Administration Building, require delivery personnel and packages to pass through security inspections.
Alameda County has a strong commitment to sustainability.  The Board of Supervisors has passed numerous policies that promote purchasing practices that reduce the County’s environmental impact, including the Climate Action Plan (R-2010-170) and the Environmentally Preferable Purchasing Policy (R-2011-108).  In addition, the California State legislature has adopted SB 1383 (Lara, Chapter 395, Statutes of 2016) in order to reduce climate emissions from organic waste.  These regulations require jurisdictions, by January 1, 2022 to procure paper products, and printing and writing paper, consistent with the requirements of Sections 22150-22154 of the Public Contract Code.  In order to comply with this mandate and its commitment, Alameda County intends to partner with the selected vendor to identify and implement actions that will conserve natural resources, create markets for recycled content products, and reduce pollution, water use and greenhouse gas emissions related to the products and services provided as part of this contract.
C. BIDDER QUALIFICATIONS
1. Bidder Minimum Qualifications

a. Bidders must be SLEB Certified by the bid submittal due date.  All bidders must provide a SLEB Information Sheet.
b. Bidder shall be regularly and continuously engaged in the business of providing office supplies for at least three years.
c. Bidder shall possess all permits and licenses credentials necessary to supply product and perform services as specified under this RFP.
D. SPECIFIC REQUIREMENTS
1. Contractor shall provide office supplies to County Departments/Agencies.
2. Contract items catalog shall include the following:
a. Product Name

b. Brand Name/Manufacturer Name

c. Manufacturer Item Number/Part Number

d. Manufacturer SKU Number
e. Item detailed description

f. Item Unit of Measure

g. Contract Pricing (specified and identified by a “Contract Pricing” icon)

h. Discount Pricing (percentage)
i. Manufacture Pricing (dollar amount)
j. Item detailed description and color photo(s)

k. Technical Specifications

l. Environmental specifications and attributes, if applicable

m. Percentage of post-consumer recycled content (if applicable)

n. Reviews for items
3. Contractor shall provide a website specifically for Alameda County agencies and departments.  The website shall:
a. Include all information on all contract items including, but not limited to, information listed for Contract Items Catalog.

b. Display all contract items.
c. Provide County contracted pricing.

d. Provide Manufacturer pricing.

e. Provide search capability by product name, product type, type of item, manufacturer, manufacturer part number, SKU number, environmentally preferable products, and keyword descriptions.
f. Provide the ability to define symbols when the mouse cursor hovers over descriptive item.

g. Have the quantity of the items available for ordering.

h. Provide the ability to provide a cost comparison among lower cost items that are equal or better in quality to the item(s) selected.

i. Provide a comparison among items that are environmentally preferable and are equal or better in quality to the item(s) selected.
j. Provide the ability for ordering agencies and departments to save items in Favorites List/Shopping Cart of most commonly purchased items.

k. Have the ability to provide an environmental information section including but not limited to: information about 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) and other relevant topics.

l. Be accessible for County agencies and departments at no additional cost.

m. Be provided to County with no additional costs for any training that the Contractor shall provide.
4. Environmentally Preferable Products / Service Plan:
The County intends to partner with the Contractor to identify and promote the purchase of environmentally preferable products, also referred to as green products, and to identify opportunities to reduce the impact of office supply services, including but not limited to packaging, delivery, business operations, and marketing.
a. The Contractor shall identify green products that meet the criteria defined in Exhibit B – Environmental Criteria.  The County reserves the right to make changes to these criteria, and welcomes Contractor input on these criteria.

b. Within six months of contract start date, the Contractor shall create and implement a green favorites list, filter, or other user-friendly method to allow users to easily identify green products that meet the criteria set out in Exhibit B – Environmental Criteria.  The list shall contain a minimum of 200 products, with at least one product choice listed for each item and product detail identified in Exhibit B – Environmental Criteria. 

c. The Contractor shall implement contract ordering controls that ensure County compliance with Sections 22150-22154 of the Public Contract Code, as required by SB 1383 (Lara, Chapter 395, Statutes of 2016) regulations. Ordering controls shall be implemented as soon as feasible, but no later than January 1, 2022.
d. The Contractor is required to clearly identify green products in the online and print catalog and promote these products, with a preference for contract products, to County users.

e. On an annual basis, the Contractor shall review and identify new green products and shall seek review and approval by the County to add to green product offerings to the green favorites list, filter or other user-friendly method to make them easily accessible to County users. Products marketed as green shall either meet the Exhibit B – Environmental Criteria, or shall have received written approval from the County.

f. The Contractor shall identify and propose environmentally preferable options for County specialty items, where feasible, for consideration by the County.  Examples of specialty items that should be reviewed are County Quick Intra-County (QIC) envelopes, custom folders, and custom calendars.
g. Within the first 60 days of the contract, and annually thereafter, the Contractor shall provide the County an environmental services plan that describes current and planned initiatives that seek to reduce the environmental impact of the contractor’s services and operations. Examples of such initiatives include, but are not limited to: 

a. Outreach and education plan to encourage County agencies and departments to procure environmentally preferable products and to consolidate orders as feasible to reduce greenhouse gas emissions related to frequent delivery services.

b. Optimization of fleet efficiency through delivery route optimization, fuel efficiency, advanced technology, or other strategies;

c. Reuse and/or minimization of delivery packaging;

d. Business and facility initiatives such as energy or water efficient fixtures and operation, recycling or reuse of materials generated in normal business operations, transitioning to electronic business processes that reduce paper use; and
e. Supply chain initiatives that seek to encourage brand owners and manufacturers of the products Contractor supplies to provide more environmentally preferable products.
f. Certifications or awards Contractor has received highlighting achievements in this area, such as Green Business Certification.
5. Excluded Items (Hard Block)

a. Contractor shall have the capability to restrict County agencies and departments from ordering products that are excluded from this bid, such as, but not limited to:

(1) Paper for printers, fax machines, and photocopy machines

(2) Computers, laptops, and computer accessories
(3) Electronics: speakers, sound systems, and radios

(4) Printers, photocopy machines, scanners, and other imaging devices
(5) Toner and Ink Cartridges

(6) Printing Services

(7) Janitorial supplies and equipment

(8) Cleaning Chemicals

(9) Microwaves, refrigerators, and any small kitchen appliances
(10) Audio/Visual Equipment

(11) Purchase and rental of furniture 
(12) Over-the-counter drugs

(13) First aid kits and refill items for first aid kits

(14) Foods
(15) Paper products, and printing and writing papers that are non-compliant with Sections 22150-22154 of the Public Contract Code
(16) Any other products as determined by the County
b. Contractor shall provide information to ordering agencies and departments about the County’s policy on blocked items when there is an attempt to order blocked items.
c. The County reserves the right to amend the list of excluded items at any time.
d. Awarded vendors are NOT allowed to provide any products that are not on the approved office supplies contract items list.
6. Alternative Items (Soft Block)

a. Contractor shall have the capability to suggest alternative products when a County user selects a product that has an equivalent green product available.
b. When ordering online, the alternative items shall be proposed automatically when the item is selected.
c. When ordering by phone, sales staff shall be knowledgeable about the County’s policy and about alternative green products to suggest to the County user.
d. The contractor shall collaborate with the County to identify equivalent environmentally preferable products, both on and off-contract, as described in Exhibit B – Environmental Criteria.
7. Product Pricing
a. Bidder shall provide fixed pricing for the office supplies items specified in the contract items list.
b. Bidder shall negotiate high discounts and competitive pricing from its suppliers and manufacturers on behalf of the County to obtain lowest pricing for best value.
c. Discount Pricing
(1) Category Discount Pricing

Off-contract items, items not listed on the contract items list, shall have category discount pricing.  Bidder shall provide a guaranteed minimum fixed discount off of the manufacturer’s catalog price for off-contract items.  This discount must be valid for the duration of any agreement, and will apply to any and all Office Supplies ordered from contractor whether items are in print form or items are available for online ordering.  The primary objective is for each vendor to provide its entire catalog(s) of products so that County agencies may order a broad range of products as needed.
Categories include but are not limited to the following:

(a) Desk Accessories

(b) Badges and Badge Holders

(c) Batteries and Electrical Supplies

(d) Binders, Binder Accessories, Hole Punchers
(e) Boards, Easels, Clipboards, Board Supplies

(f) Calculators and Calculator Supplies
(g) Calendars and Planners
(h) Certificates and Covers

(i) Clips, Clamps, Pins, Rubberbands
(j) Correction Fluid and Correction Tape

(k) Envelopes

(l) Files, Folders, and Filing Supplies
(m) Glues and Adhesive Supplies

(n) Highlighters, Markers, Pens, Pencils, Accessories
(o) Labels, Mailing Supplies, and Accessories

(p) Laminators and Laminating Supplies

(q) Notepads, Notebooks, Page Flags
(r) Rulers

(s) Scissors, Paper Trimmer
(t) Staplers, Staples, Stapler Accessories
(u) Storage, Digital Storage, and Accessories
(v) Tape and Tape Dispensers
(2) Option for Volume Purchase Discounts (VPD)
Bidder shall offer a volume purchase discount percentage off on items ordered based upon the total dollar amount or total quantity size of an order.

If a VPD is provided, it is highly desirable that the invoice shows the amount of the VPD and deducts it from the total amount of the invoice.
8. Stocking Requirements

Contractor shall maintain an adequate stock of office supply materials necessary to support the normal day to day operations of the County and to minimize back orders.  Contractor must be able to stock and distribute proprietary items to the County.
9. Ordering Process

a. Contractor shall maintain a toll-free telephone (managed by live-operator(s) during normal business hours, Monday - Friday, 8:00 a.m. - 5:00 p.m.), internet and fax for order processing, and customer service support.

b. Individual agency and department orders will be sent to the contractor, preferably, via electronic ordering system (internet) through the vendor’s website.  In cases where electronic ordering is down or not possible contractor shall receive and process orders via telephone or fax.

c. Contractor shall supply the “brand” referenced in their response to the Alameda County Online Bid Process.  No substitutions of Contract Products shall be allowed without written permission from the GSA-Procurement.  In the event that a required product is no longer available, a substitute product may be recommended.  The contractor will provide a written notification from the manufacturer that the product is no longer available and suggest a suitable substitute.  The County reserves the right to be the sole judge of what is equal and acceptable as a substitute and may require the contractor to provide additional information and/or samples of the substitute/replacement product at no cost to the County.

d. Customized products are to be billed per order like any other product. Contractor shall be responsible for assigning permanent product codes to these products.  These product codes will be referenced on packing slips, invoices, and usage reports.  Custom products shall be delivered within ten (10) working days from receipt of order.
e.
Per mutual agreement of contractor and County, products may be added to or deleted from the contracted item list.
10. Packaging

a. All items shall be in its original manufacturer’s packaging.

b. Contractor is encouraged to minimize the quantity of packaging materials used to deliver products.  All shipping/packaging materials shall be easily recycled.
c. All items shall be manufactured and packaged under modern sanitary conditions within federal and state law standard industry practices.

d. Packaging shall not consist of polystyrene packing peanuts or any other difficult-to-recycle packaging material, such as rigid polystyrene or polyurethane foam, polyvinyl chloride (PVC), or multi-material packaging.  Contractors are encouraged to minimize the quantity of packaging materials used to deliver products.
11. Delivery Requirements:
a. Contractor shall provide delivery within 24 hours, or one business day, after receipt of an order.
b. Contractor must provide next day delivery of stock items and delivery within ten (10) days for non-stock items.
c. No minimum charge for merchandise or minimum order quantities will be allowed.  However, contractor shall propose strategies for reducing deliveries and the associated greenhouse gas emissions such as:

(1) Voluntarily consolidating orders to effectively limit the frequency of orders to once a month, every two weeks, or other interval that is reasonable to the needs of the County agency and department.
(2) Assisting with coordination of delivery dates among individual delivery points within one facility.
(3) Other strategies as agreed upon by the contractor and the County.
d. All items ordered shall be shipped as ordered.  Items not immediately available (back ordered) shall be so indicated in the packing slip by the contractor.
e. Back orders shall be delivered within 72 business hours, or three (3) business days.
f. Deliveries are to be made by contractor’s own equipment to the ordering agency and department and to the desk of the person placing the order(s).  Due care shall be exercised in packing, handling, and shipping to ensure that the ordered supplies arrive to the final destination in excellent condition.

g. Packing slips shall accompany all orders.  Packing slips shall reference County purchase order (PO) number, the name of the person who placed the order, the delivery address, a description of each item ordered, quantity ordered, quantity shipped, and quantity back ordered.
h. Contractor must possess a fleet of trucks or other delivery service vehicles that can make immediate delivery to all designated delivery points, countywide, within 24 hours after an order is received by contractor.  All deliveries are to be Freight On Board (F.O.B.) Destination to the location designated by the ordering agency and department.  No additional charges will be accepted.

i. Contractor may not idle delivery vehicles while making inside deliveries to ordering agencies or departments.
j. All delivery drivers must hold a valid driver’s license and pass background checks.
12. Returns, Credits, and Backorders:
a. Returns:
(1) Contractor will be notified by telephone or e-mail within 15 business days after receipt of any incorrectly ordered, delivered, or defective item(s) in need of return.
(2) The contractor shall provide the County agency and department with return instructions.
(3) Contractor shall pick up the item(s) and return to contractor’s facility for processing.
(4) No service charges or restocking fees shall be invoiced to the County for items returned as a result of damage, incorrect material deliveries, ordering error in description or quantities, or material overages.
b. Credits:
(1) Contractor shall issue a credit memo to the ordering County agency and department within five (5) business days.
(2) The credit memo shall reference the product(s) that was returned, reason for credit, the PO number, the ordering personnel name and County agency and department, credit amount, and any other descriptive information.
(3) Each ordering County agency and department shall receive a monthly summary statement of itemized debits and credits.
c. Back orders:
(1) Back orders shall be delivered within 72 business hours, or three (3) business days.

(2) Required delivery from receipt of original order to fill back orders is within 10 business days with the provision that the County may waive this requirement for bona fide business reasons.
(3) In the event that back ordered items cannot be filled within this time frame, the contractor shall immediately purchase these items from local sources and deliver them to the ordering County agency and department at contract pricing.  No additional charges will be charged to the County.
(4) Invoices shall list items that are back ordered and contractor shall provide invoices identifying back ordered items.
13. Discontinued Products

Products that have been discontinued by the manufacturer shall have County’s approval for substitute product(s) prior to Contractor shipping the order.  The substitute product must be of equal or better quality, and at an equal or lower price than the discontinued product.  If the substitute product is less expensive than the discontinued product, the less expensive price shall be reflected on the invoice.
14. Training

a. Contractor shall provide training and education to County users on green office products and other related topics, such as order consolidation to reduce emissions from delivery, packaging reduction strategies, or other programs offered by the Contractor.

b. Training and education strategies may include, but are not limited to, the following:

(1) Producing educational email announcements to County end users no less than two times per year.
(2) Providing environmentally preferable product samples to end users to test, upon request.

(3) Participating in in-person training events, upon request, limited to no more than four times per year.
c. Contractor shall develop and implement training in coordination with the County and shall be responsible for all costs associated with the program.

d. Contractor shall obtain final signed approval from the County prior to publishing or distributing materials to County users.

E. DELIVERABLES / REPORTS

1. Contractor shall provide electronic quarterly usage reports and detailed product order reports to the County of Alameda GSA-Procurement Department and Sustainability Office, upon request.  The reports shall be provided to the County at no charge at designated intervals, as well as by request, and shall include all purchases made as a result of this contract.  These reports shall be submitted in Microsoft Excel format.
The County will work with the contractor to finalize the format of these reports upon contract award.  The County reserves the right to make changes to the report and to request additional information if deemed necessary.  These reports will be issued within three weeks of the close of the previous quarter or of the request date.  Electronic copies and hard copies of these reports shall be sent to additional County business units upon request.  Ad hoc reports shall be provided by the contractor as required at no additional cost.  Below is a description of the minimum information that will be included in the reports and the formatting requirements.
a.
Quarterly Usage Report
(1)
The purpose of this report will be to provide a summary of all purchases made under this contract.  Information shall be provided in one Microsoft Excel worksheet (not multiple tabs) with no spaces between data in columns or rows.  Each horizontal line shall contain the data for all contract purchases of a single product and shall be formatted to include, and sort by, all key categories listed below.

(2)
Key categories shall be defined as:
(a) Item part number
(b) Item description (e.g., brand, size, color, etc.)
(c) Unit of measure (e.g., each, box)

(d) Quantity of units purchased
(e) Number of times orders were placed

(f) Total sales

(g) Average sales price

(h) Product Category

(i) Percentage of post-consumer content

(j) Percentage of total recycled content (e.g., post- and pre-consumer recycled content)

(k) Identification of refillable, rechargeable products

(l) Identification of third party certifications
(m) Identification of products listed in the Green Favorites List
b.
Detailed Product Order Reports

(1)
The purpose of this report will be to identify detailed ordering information for a single product or subset of products.  Information shall be provided in one Microsoft Excel worksheet (not multiple tabs) with no spaces between data in columns or rows.

(2)
Each horizontal line shall contain the data for a single transaction and shall be formatted to include, and sort by, all key categories listed below.
(a) Account Number

(b) Customer Name

(c) Item part number

(d) Item description (e.g., brand, size, color, etc.)

(e) Unit of measure (e.g., each, box) 

(f) Units purchased (i.e., order quantity)

(g) Unit price (i.e., charge to customer) 

(h) Total order cost

(i) Percentage of post-consumer content

(j) Percentage of total recycled content (e.g., post- and pre-consumer recycled content)

(k) Identification of refillable, rechargeable products

(l) Identification of third party certifications

(m) Number of individual pieces per unit
(n) Shipped quantity (if not same as order quantity)
c. 
Contract Summary Report
The contractor shall provide an electronic Contract Summary Report to the County Contract Administrator on a quarterly basis.  The Contract Summary Report must contain at a minimum, but not limited to, the data elements specified below:
(1) Total Purchases (Dollar Value)
(2) County Agencies and Departments
(3) Per Month

(4) Year-to-Date

(5) Number of Orders

(6) Average Order Size in Dollar Value

(7) Order Line Fill Rate

(8) Average Number of Lines per Order

(9) Total Number of Lines

(10) Total Number of Lines Filled

(11) On-Time Delivery Rate

(12) Total Number of Deliveries

(13) Total Number of On-Time Deliveries

(14) Average Days to Ship Orders

(15) Number of Backorders

(16) Average Days to Ship Backorders

(17) Number of Returns

(18) Number of Damaged/Defective Products

(19) Year-to-Date Total Returns (Dollar Value)
F. NETWORKING / BIDDERS CONFERENCE

1. The bidders conference held on March 5, 2020 will have an online conference option enabled for remote participation.  Bidders can opt to participate via a computer with a stable internet connection (the recommended Bandwidth is 512Kbps) at http://gsaalamedacounty.adobeconnect.com/admin/show-event-catalog
. In order to get the best experience, the County recommends that bidders who participate remotely use equipment with audio output such as speakers, headsets, or a telephone. Bidders may also attend this conference in person.
2. Networking/Bidders Conference will be held to:
a. Provide an opportunity for bidders to ask specific questions about the project and request RFP clarification.

b. Provide bidders an opportunity to view a site, receive documents, etc. necessary to respond to this RFP.
c. Provide the County with an opportunity to receive feedback regarding the project and RFP.
3. The list of Networking/Bidders Conference attendees and vendor outreach will be released in a separate document.

4. Questions will be addressed in an RFP Question and Answer (Q&A) Report following the Networking/Bidders Conference.  Should there be a need to amend or revise the RFP, an addendum will be issued following the Networking/Bidders Conference.
5. Potential bidders are strongly encouraged to attend Networking/Bidders Conference in order to further facilitate subcontracting relationships.  Vendors who attend a Networking/Bidders Conference will be added to the Vendor Bid List.  Failure to participate in a Networking/Bidders Conference will in no way relieve the Contractor from furnishing goods and/or services required in accordance with these specifications, terms and conditions.  Attendance at a Networking/Bidders Conference is highly recommended but is not mandatory.
II. COUNTY PROCEDURES, TERMS, AND CONDITIONS
G. EVALUATION CRITERIA / SELECTION COMMITTEE 

All proposals that pass the initial Evaluation Criteria which are determined on a pass/fail basis (Completeness of Response, Financial Stability, and Debarment and Suspension) will be evaluated by a County Selection Committee (CSC).  The County Selection Committee may be composed of County staff and other parties that may have expertise or experience in office supplies. The CSC will score and recommend a Contractor in accordance with the evaluation criteria set forth in this RFP.  Other than the initial pass/fail Evaluation Criteria, the evaluation of the proposals shall be within the sole judgment and discretion of the CSC.
All contact during the evaluation phase shall be through the GSA-Procurement department only.  Bidders shall neither contact nor lobby evaluators during the evaluation process.  Attempts by Bidder to contact and/or influence members of the CSC may result in disqualification of Bidder.
The CSC will evaluate each proposal meeting the qualification requirements set forth in this RFP.  Bidders should bear in mind that any proposal that is unrealistic in terms of the technical or schedule commitments, or unrealistically high or low in cost, will be deemed reflective of an inherent lack of technical competence or indicative of a failure to comprehend the complexity and risk of the County’s requirements as set forth in this RFP.

Bidders are advised that in the evaluation of cost it will be assumed that the unit price quoted is correct in the case of a discrepancy between the unit price and an extension.

As a result of this RFP, the County intends to award a contract to the responsible bidder(s) whose response conforms to the RFP and whose bid presents the greatest value to the County, all evaluation criteria considered.  The combined weight of the evaluation criteria is greater in importance than cost in determining the greatest value to the County.  The goal is to award a contract to the bidder(s) that proposes the County the best quality as determined by the combined weight of the evaluation criteria.  The County may award a contract of higher qualitative competence over the lowest priced response.
The basic information that each section should contain is specified below, these specifications should be considered as minimum requirements.  Much of the material needed to present a comprehensive proposal can be placed into one of the sections listed. However, other criteria may be added to further support the evaluation process whenever such additional criteria are deemed appropriate in considering the nature of the goods and/or services being solicited.

Each of the Evaluation Criteria below will be used in ranking and determining the quality of bidders’ proposals.  Proposals will be evaluated according to each Evaluation Criteria, and scored on the zero to five-point scale outlined below.  The scores for all Evaluation Criteria will then be added, according to their assigned weight (below), to arrive at a weighted score for each proposal.  A proposal with a high weighted total will be deemed of higher quality than a proposal with a lesser-weighted total.  The final maximum score for any project is 550 points, including the possible 50 points for local and small, local and emerging, or local preference points (maximum 10% of final score).
The evaluation process may include a two-stage approach including an initial evaluation of the written proposal and preliminary scoring to develop a short list of bidders that will continue to the final stage of oral interview and reference checks.  The preliminary scoring will be based on the total points, excluding points allocated to references and oral interview.

If the two-stage approach is used, the three bidders receiving the highest preliminary scores and with at least 200 points will be invited to an oral interview.  Only the bidders meeting the short list criteria will proceed to the next stage.  All other bidders will be deemed eliminated from the process.  All bidders will be notified of the short list participants; however, the preliminary scores at that time will not be communicated to bidders.
The zero to five-point scale range is defined as follows:

	0
	Not Acceptable
	Non-responsive, fails to meet RFP specification.  The approach has no probability of success.  If a mandatory requirement this score will result in disqualification of proposal.

	1
	Poor
	Below average, falls short of expectations, is substandard to that which is the average or expected norm, has a low probability of success in achieving objectives per RFP.

	2
	Fair
	Has a reasonable probability of success, however, some objectives may not be met.

	3
	Average
	Acceptable, achieves all objectives in a reasonable fashion per RFP specification.  This will be the baseline score for each item with adjustments based on interpretation of proposal by Evaluation Committee members.  

	4
	Above Average / Good
	Very good probability of success, better than that which is average or expected as the norm.  Achieves all objectives per RFP requirements and expectations.

	5
	Excellent / Exceptional
	Exceeds expectations, very innovative, clearly superior to that which is average or expected as the norm.  Excellent probability of success and in achieving all objectives and meeting RFP specification.


The Evaluation Criteria and their respective weights are as follows:

	
	Evaluation Criteria
	Weight

	A. 
	Completeness of Response:

Responses to this RFP must be complete.  Responses that do not include the proposal content requirements identified within this RFP and subsequent Addenda and do not address each of the items listed below will be considered incomplete, be rated a Fail in the Evaluation Criteria and will receive no further consideration.
Responses that are rated a Fail and are not considered may be picked up at the delivery location within 14 calendar days of contract award and/or the completion of the competitive process.
	Pass/Fail

	
	Debarment and Suspension:

Bidders and its principal are not identified on the list of Federally debarred, suspended or other excluded parties located at https://www.sam.gov/SAM/.
	Pass/Fail

	B. 
	Cost:

The points for Cost will be computed by dividing the amount of the lowest responsive bid received by each bidder’s total proposed cost.

While not reflected in the Cost evaluation points, an evaluation may also be made of:

1. Reasonableness (i.e., does the proposed pricing accurately reflect the bidder’s effort to meet requirements and objectives?);

2. Realism (i.e., is the proposed cost appropriate to the nature of the products and services to be provided?); and

3. Affordability (i.e., the ability of the County to finance office supplies).

Consideration of price in terms of overall affordability may be controlling in circumstances where two or more proposals are otherwise adjudged to be equal, or when a superior proposal is at a price that the County cannot afford.
	15 Points

	C. 
	Relevant Experience:

Proposals will be evaluated against the RFP specifications and the questions below:

1. Do the individuals assigned to the project have experience on similar projects?

2. How extensive is the applicable education and experience of the personnel designated to work on the project?
	15 Points

	D. 
	References (See Exhibit A – Bid Response Packet)
	10 Points

	E. 
	Description of Proposed Services
1. Describe the program’s desired overall goals, anticipated outcomes, measurable objectives, and key tasks including the key personnel responsible for achieving them.

2. Detail existing data collection infrastructure and demonstrate ability to interface with County’s database(s) and/or provide reporting data to the County for maximum efficiency.
3. Explain any special resources, procedures, or approaches that make the services of Bidder particularly advantageous to the County.

4. Identify any limitations or restrictions of Bidder in providing the services that the County should be aware of in evaluating its Response to this RFP. (Please note any requests for exceptions or clarifications MUST be identified on Exceptions and Clarifications form below and the County is under no obligation to accept any exceptions or clarifications and any such exceptions and clarifications may be a basis for bid disqualification).
5. Describe strategies on how the County shall maximize on reducing delivery frequencies and associated greenhouse gas emissions.
	20 Points

	F. 
	Oral Presentation and Interview:

The oral presentation and interview on the proposal shall not exceed 60 minutes.  The oral interview will consist of standard questions asked of each of the bidders and specific questions regarding the specific proposal.  The oral presentation shall include a demonstration of the website displaying all the required specifications.  The proposals may then be re-evaluated and re-scored based on the oral presentation and interview.
	 15 Points

	G. 
	Description and Illustration of Proposed Website:

Proposals will be evaluated against the RFP specifications and the questions below:

1. Has proposer demonstrated a thorough understanding of the purpose and scope of the project?

2. How well has the proposer identified pertinent issues and potential problems related to the project?
3. Has the proposer provided a demonstration for a website with all specifications for County users to navigate?
4. Has the proposer demonstrated that it understands the deliverables the County expects it to provide?

5. Has the proposer demonstrated that it understands the County’s time schedule and can meet it?
	25 Points

	SMALL LOCAL EMERGING BUSINESS PREFERENCE

	
	Local Preference:  Points equaling five percent of bidder’s total score, for the above Evaluation Criteria, will be added.  This will be the bidder’s final score for purposes of award evaluation.
	5%

	
	Small and Local or Emerging and Local Preference:  Points equaling five percent of bidder’s total score, for the above Evaluation Criteria, will be added.  This will be the bidder’s final score for purposes of award evaluation.
	5%


H. CONTRACT EVALUATION AND ASSESSMENT  
During the initial 60 day period of any contract which may be awarded to Contractor, the County may review the proposal, the contract, any goods or services provided, and/or meet with the Contractor to identify any issues or potential problems.

The County reserves the right to determine, at its sole discretion, whether:
1.                  Contractor has complied with all terms of this RFP; and
2.                  Any problems or potential problems with the proposed goods and services were evidenced which make it unlikely (even with possible modifications) that such goods and services have met or will meet the County requirements.
If, as a result of such determination, the County concludes that it is not satisfied with Contractor, Contractor’s performance under any awarded contract and/or Contractor’s goods and services as contracted for therein, the Contractor will be notified that the contract is being terminated.  Contractor shall be responsible for returning County facilities to their original state at no charge to the County.  The County will have the right to invite the next highest ranked bidder to enter into a contract.  The County also reserves the right to re-bid this project if it is determined to be in its best interest to do so.

I. NOTICE OF INTENT TO AWARD 
1. At the conclusion of the RFP response evaluation process (“Evaluation Process”), all bidders will be notified in writing by e-mail, fax, or US Postal Service mail, of the contract award recommendation, if any, by GSA-Procurement.  The document providing this notification is the Notice of Intent to Award.
The Notice of Intent to Award will provide the following information:

a. The name of the bidder being recommended for contract award; and
b. The names of all other parties that submitted proposals.

2. At the conclusion of the RFP response evaluation process and negotiations, debriefings for unsuccessful bidders will be scheduled and provided upon written request and will be restricted to discussion of the unsuccessful offeror’s bid.  Under no circumstances will any discussion be conducted with regard to contract negotiations with the successful bidder.

3. The submitted proposals shall be made available upon request no later than five calendar days before approval of the award and contract is scheduled to be heard by GSA.
J. Bid Protest/Appeals Process

GSA-Procurement prides itself on the establishment of fair and competitive contracting procedures and the commitment made to follow those procedures. The following is provided in the event that bidders wish to protest the bid process or appeal the recommendation to award a contract for this project once the Notices of Intent to Award/Non-Award have been issued.  Bid protests submitted prior to issuance of the Notices of Intent to Award/Non-Award will not be accepted by the County.

1. Any Bid protest by any Bidder regarding any other Bid must be submitted in writing to the County’s GSA-Office of Acquisition Policy, ATTN: Contract Compliance Officer, located at 1401 Lakeside Drive, 10th Floor, Oakland, CA 94612, Fax: (510) 208-9720, before 5:00 p.m. of the FIFTH (5th) business day following the date of issuance of the Notice of Intent to Award, not the date received by the Bidder.  A Bid protest received after 5:00 p.m. is considered received as of the next business day.
a. The Bid protest must contain a complete statement of the reasons and facts for the protest.

b. The protest must refer to the specific portions of all documents that form the basis for the protest. 

c. The protest must include the name, address, email address, fax number and telephone number of the person representing the protesting party.

d. The County Agency/Department will notify all bidders of the protest as soon as possible.
2. Upon receipt of written protest, GSA-Office of Acquisition Policy, or designee, will review and evaluate the protest and issue a written decision. The GSA-Office of Acquisition Policy, may, at its discretion, investigate the protest, obtain additional information, provide an opportunity to settle the protest by mutual agreement, and/or schedule a meeting(s) with the protesting Bidder and others (as appropriate) to discuss the protest.  The decision on the bid protest will be issued at least ten (10) business days prior to the GSA award date. 

The decision will be communicated by e-mail, fax, or US Postal Service mail, and will inform the bidder whether or not the recommendation to GSA in the Notice of Intent to Award is going to change. A copy of the decision will be furnished to all Bidders affected by the decision. As used in this paragraph, a Bidder is affected by the decision on a Bid protest if a decision on the protest could have resulted in the Bidder not being the apparent successful Bidder on the Bid.

3. The decision of the GSA-Office of Acquisition Policy on the bid protest may be appealed to the Auditor-Controller's Office of Contract Compliance & Reporting (OCCR) located at 1221 Oak St., Room 249, Oakland, CA 94612, Fax: (510) 272-6502 unless the OCCR determines that it has a conflict of interest in which case an alternate will be identified to hear the appeal and all steps to be taken by OCCR will be performed by the alternate.  The Bidder whose Bid is the subject of the protest, all Bidders affected by the GSA-Office of Acquisition Policy's decision on the protest, and the protestor have the right to appeal if not satisfied with the GSA-Office of Acquisition Policy's decision. All appeals to the Auditor-Controller's OCCR shall be in writing and submitted within five (5) business days following the issuance of the decision by the GSA-Office of Acquisition Policy, not the date received by the Bidder. An appeal received after 5:00 p.m. is considered received as of the next business day. An appeal received after the FIFTH (5th) business day following the date of issuance of the decision by the GSA-Office of Acquisition Policy shall not be considered under any circumstances by the GSA or the Auditor-Controller OCCR.

a. The appeal shall specify the decision being appealed and all the facts and circumstances relied upon in support of the appeal.
b. In reviewing protest appeals, the OCCR will not re-judge the proposal(s). The appeal to the OCCR shall be limited to review of the procurement process to determine if the contracting department materially erred in following the Bid or, where appropriate, County contracting policies or other laws and regulations.
c. The appeal to the OCCR also shall be limited to the grounds raised in the original protest and the decision by the GSA-Office of Acquisition Policy. As such, a Bidder is prohibited from stating new grounds for a Bid protest in its appeal.  The Auditor-Controller (OCCR) shall only review the materials and conclusions reached by the GSA-Office of Acquisition Policy or department designee, and will determine whether to uphold or overturn the protest decision.
d. The Auditor’s Office may overturn the results of a bid process for ethical violations by Procurement staff, County Selection Committee members, subject matter experts, or any other County staff managing or participating in the competitive bid process, regardless of timing or the contents of a bid protest.
e. The decision of the Auditor-Controller’s OCCR is the final step of the appeal process. A copy of the decision of the Auditor-Controller’s OCCR will be furnished to the protestor, the Bidder whose Bid is the subject of the Bid protest, and all Bidders affected by the decision.
4. The County will complete the Bid protest/appeal procedures set forth in this paragraph before a recommendation to award the Contract is considered by GSA.
5. The procedures and time limits set forth in this paragraph are mandatory and are each Bidder's sole and exclusive remedy in the event of Bid Protest.  A Bidder’s failure to timely complete both the Bid protest and appeal procedures shall be deemed a failure to exhaust administrative remedies.  Failure to exhaust administrative remedies, or failure to comply otherwise with these procedures, shall constitute a waiver of any right to further pursue the Bid protest, including filing a Government Code Claim or legal proceedings.

K. TERM / TERMINATION / RENEWAL
1. The term of the contract, which may be awarded pursuant to this RFP, will be three years.

2. By mutual agreement, any contract which may be awarded pursuant to this RFP, may be extended for an additional two-year term at agreed prices with all other terms and conditions remaining the same.
L. BRAND NAMES AND APPROVED EQUIVALENTS 
1. Any references to manufacturers, trade names, brand names and/or catalog numbers are intended to be descriptive, but not restrictive, unless otherwise stated, and are intended to indicate the quality level desired.  Bidders may offer any equivalent product that meets or exceeds the specifications.  Bids based on equivalent products must:

a. Clearly describe the alternate offered and indicate how it differs from the product specified; and

b. Include complete descriptive literature and/or specifications as proof that the proposed alternate will be equal to or better than the product named in this bid as PDF attachments to your online bid submission.
2. The County reserves the right to be the sole judge of what is equal and acceptable and may require Bidder to provide additional information and/or samples.

3. If Bidder does not specify otherwise, it is understood that the referenced brand will be supplied.
M. QUANTITIES 
Quantities listed herein are annual estimates based on past usage and are not to be construed as a commitment.  No minimum or maximum is guaranteed or implied.

N. PRICING 
1. All pricing as quoted will remain firm for the term of any contract that may be awarded as a result of this RFP.

2. Unless otherwise stated, Bidder agrees that, in the event of a price decline, the benefit of such lower price shall be extended to the County.

3. All prices are to be F.O.B. destination.  Any freight/delivery charges are to be included.

4. Any price increases or decreases for subsequent contract terms may be negotiated between Contractor and County only after completion of the initial term.

5. Taxes and freight charges:
a. The County is soliciting a lump sum or total price for this project.  The price(s) quoted shall be the total cost the County will pay for this project including all taxes, (excluding sales and use tax) and all other charges.

b. No charge for delivery, drayage, express, parcel post packing, cartage, insurance, license fees, permits, costs of bonds, or for any other purpose, except taxes legally payable by County, will be paid by the County unless expressly included and itemized in the bid.

c. Amount paid for transportation of property to the County of Alameda is exempt from Federal Transportation Tax.  An exemption certificate is not required where the shipping papers show the consignee as Alameda County; as such papers may be accepted by the carrier as proof of the exempt character of the shipment.

d. Articles sold to the County of Alameda are exempt from certain Federal excise taxes.  The County will furnish an exemption certificate.
6. All prices quoted shall be in United States dollars and "whole cent," no cent fractions shall be used.  There are no exceptions.

7. Price quotes shall include any and all payment incentives available to the County.

8. Bidders are advised that in the evaluation of cost, if applicable, it will be assumed that the unit price quoted is correct in the case of a discrepancy between the unit price and an extension.

9. Federal and State minimum wage laws apply.  The County has no requirements for living wages.  The County is not imposing any additional requirements regarding wages.

O. AWARD

1. Proposals will be evaluated by a committee and will be ranked in accordance with the RFP section entitled “Evaluation Criteria/Selection Committee.”

2. The committee will recommend award to the bidder who, in its opinion, has submitted the proposal that best serves the overall interests of the County and attains the highest overall point score.  Award may not necessarily be made to the bidder with the lowest price.
3. Small and Emerging Locally Owned Business:  The County is vitally interested in promoting the growth of small and emerging local businesses by means of increasing the participation of these businesses in the County’s purchase of goods and services.

As a result of the County’s commitment to advance the economic opportunities of these businesses, Bidders must meet the County’s Small and Emerging Locally Owned Business requirements in order to be considered for the contract award.  These requirements can be found online at: 
http://acgov.org/auditor/sleb/overview.htm
For purposes of this bid, applicable industries include, but are not limited to, the following NAICS Code(s): 339940, 424120, and 453210.
A small business is defined by the United States Small Business Administration (SBA) as having no more than the number of employees or average annual gross receipts over the last three years required per SBA standards based on the small business's appropriate NAICS code.

An emerging business is defined by the County as having either annual gross receipts of less than one-half that of a small business OR having less than one-half the number of employees AND that has been in business less than five years.
4. The County reserves the right to reject any or all responses that materially differ from any terms contained in this RFP or from any Exhibits attached hereto, to waive informalities and minor irregularities in responses received, and to provide an opportunity for bidders to correct minor and immaterial errors contained in their submissions.  The decision as to what constitutes a minor irregularity shall be made solely at the discretion of the County.

5. Any proposal/bids that contain false or misleading information may be disqualified by the County.
6. The County reserves the right to award to a single or multiple Contractors.

7. The County has the right to decline to award this contract or any part thereof for any reason.

8. A contract must be negotiated, finalized, and signed by the recommended awardee prior to GSA approval. 

9. Final Standard Agreement terms and conditions will be negotiated with the selected bidder.  Bidder may access a copy of the Standard Services Agreement template can be found online at: 

http://www.acgov.org/gsa/purchasing/standardServicesAgreement.pdf
The template contains minimal Agreement boilerplate language only.
10. The RFP specifications, terms, conditions and Exhibits, RFP Addenda and Bidder’s proposal, may be incorporated into and made a part of any contract that may be awarded as a result of this RFP.
11. Other Agencies: Other tax supported agencies within the State of California that have not contracted for their own requirements may desire to participate in this contract.  The Contractor is requested to service these agencies and will be given the opportunity to accept or reject the additional requirements.  If the Contractor elects to supply other agencies, orders will be placed directly by the agency and payments made directly by the agency.
P. METHOD OF ORDERING

1. POs and Standard Agreements will be faxed, transmitted electronically or mailed and shall be the only authorization for the Contractor to place an order.

2. POs and payments for products and/or services will be issued only in the name of Contractor.
3. Contractor shall adapt to changes to the method of ordering procedures as required by the County during the term of the contract.

4. Change orders shall be agreed upon by Contractor and County and issued as needed in writing by County.
Q. WARRANTY 
1. Bidder expressly warrants that all goods and services to be furnished pursuant to any contract awarded it arising from the Bid will conform to the descriptions and specifications contained herein and in supplier catalogs, product brochures and other representations, depictions or models, and will be free from defects, of merchantable quality, good material and workmanship.  Bidder expressly warrants that all goods and services to be furnished pursuant to such award will be fit and sufficient for the purpose(s) intended.  This warranty shall survive any inspections, delivery, acceptance or payment by the County.  Bidder warrants that all work and services furnished hereunder shall be guaranteed for a period of two years from the date of acceptance by the County. 
R. INVOICING

1. Contractor shall invoice the ordering agency and department, unless otherwise advised, upon satisfactory receipt of product and/or performance of services.

2. County will use best efforts to make payment within 30 days following receipt and review of invoice and upon complete satisfactory receipt of product and performance of services.
3. County shall notify Contractor of any adjustments required to invoice.
4. Invoices shall contain County PO number, invoice number, remit to address, itemized products and/or services description with item numbers, part numbers, and/or SKU numbers (matching contract items list), and price as quoted and shall be accompanied by acceptable proof of delivery.

5. Contractor shall utilize standardized invoice upon request.

6. Invoices shall only be issued by the Contractor who is awarded a contract.

7. Payments will be issued to and invoices must be received from the same Contractor whose name is specified on the POs.

8. The County will pay Contractor monthly or as agreed upon, not to exceed the total quoted in the bid response.

S. ACCOUNT MANAGER / SUPPORT STAFF

1. Contractor shall provide a dedicated competent account manager who shall be responsible for the County account and contract.  The account manager shall receive all orders from the County and shall be the primary contact for all issues regarding Bidder’s response to this RFP and any contract which may arise pursuant to this RFP.
2. Contractor shall also provide adequate, competent support staff that shall be able to service the County during normal business hours, Monday - Friday, 8:00 a.m. - 5:00 p.m.  Such representative(s) shall be knowledgeable about the contract, products offered, and able to identify and resolve any issues, including but not limited to ordering and invoicing problems.

3. Contractor account manager shall be familiar with County’s requirements and standards, and work with the County agency and department to ensure that established standards are adhered to.
4. Contractor account manager shall keep the County Specialist informed of requests from agencies and departments as required.
III. INSTRUCTIONS TO BIDDERS
T. COUNTY CONTACTS

GSA-Procurement is managing the competitive process for this project on behalf of the County.  All contact during the competitive process is to be through the GSA-Procurement department only.

The evaluation phase of the competitive process shall begin upon receipt of sealed bids until a contract has been awarded.  Bidders shall not contact or lobby evaluators during the evaluation process.  Attempts by Bidder to contact evaluators may result in disqualification of bidder.
All questions regarding these specifications, terms and conditions are to be submitted in writing, preferably via e-mail by 5:00 p.m. on March 6, 2020 to:
Thuy Truong, Procurement & Contracts Specialist 
Alameda County, GSA-Procurement
1401 Lakeside Drive, Suite 907

Oakland, CA  94612

E-Mail:  thuy.truong@acgov.org 
Phone: (510) 208-9643
The GSA Contracting Opportunities website will be the official notification posting place of all Requests for Interest, Proposals, Quotes and Addenda.  Go to http://www.acgov.org/gsa_app/gsa/purchasing/bid_content/contractopportunities.jsp to view current contracting opportunities.
U. SUBMITTAL OF BIDS

1. All bids must be completed and successfully uploaded through Alameda County EZSourcing Supplier Portal BY 2:00 p.m. on the due date specified in the Calendar of Events.  Technical difficulties in downloading/submitting documents through the Alameda County EZSourcing Supplier Portal shall not extend the due date and time.
2. Bidders must submit an electronic copy of their proposal.  The electronic copy must be in a single file (PDF with OCR preferred), and shall be an exact scanned image of the original hard copy Exhibit A – Bid Response Packet, including additional required documentation.  
3. No email (electronic) or facsimile bids will be considered.

4. All costs required for the preparation and submission of a bid shall be borne by Bidder.
5. Only one bid response will be accepted from any one person, partnership, corporation, or other entity; however, several alternatives may be included in one response.  For purposes of this requirement, “partnership” shall mean, and is limited to, a legal partnership formed under one or more of the provisions of the California or other state’s Corporations Code or an equivalent statute.

6. All other information regarding the bid responses will be held as confidential until such time as the County Selection Committee has completed its evaluation, a recommended award has been made, and the contract has been fully negotiated with the intended awardee named in the recommendation to award/non-award notification(s).  The submitted proposals shall be made available upon request no later than five calendar days before the recommendation to award and enter into a contract is scheduled to be heard by the General Services Agency.  All parties submitting proposals, either qualified or unqualified, will be sent recommend to award/non-award notification(s), which will include the name of the bidder to be recommended for award of this project.  In addition, award information will be posted on the County’s “Contracting Opportunities” website, mentioned above.

7. Each bid received, with the name of the bidder, shall be entered on a record, and each record with the successful bid indicated thereon shall, after the award of the order or contract, be open to public inspection.

8. California Government Code Section 4552:  In submitting a bid to a public purchasing body, the bidder offers and agrees that if the bid is accepted, it will assign to the purchasing body all rights, title, and interest in and to all causes of action it may have under Section 4 of the Clayton Act (15 U.S.C. Sec. 15) or under the Cartwright Act (Chapter 2, commencing with Section 16700, of Part 2 of Division 7 of the Business and Professions Code), arising from purchases of goods, materials, or services by the bidder for sale to the purchasing body pursuant to the bid.  Such assignment shall be made and become effective at the time the purchasing body tenders final payment to the bidder.

9. Bidder expressly acknowledges that it is aware that if a false claim is knowingly submitted (as the terms “claim” and “knowingly” are defined in the California False Claims Act, Cal. Gov. Code, §12650 et seq.), County will be entitled to civil remedies set forth in the California False Claim Act.  It may also be considered fraud and the Contractor may be subject to criminal prosecution.

10. The undersigned Bidder certifies that it is, at the time of bidding, and shall be throughout the period of the contract, licensed by the State of California to do the type of work required under the terms of the Contract Documents.  Bidder further certifies that it is regularly engaged in the general class and type of work called for in the Bid Documents.

11. The undersigned Bidder certifies that it is not, at the time of bidding, on the California Department of General Services (DGS) list of persons determined to be engaged in investment activities in Iran or otherwise in violation of the Iran Contracting Act of 2010 (Public Contract Code Section 2200-2208).

12. It is understood that County reserves the right to reject this bid and that the bid shall remain open to acceptance and is irrevocable for a period of 180 days, unless otherwise specified in the Bid Documents.
V. RESPONSE FORMAT

1. Bid responses must be submitted online through Alameda County EZSourcing Supplier Portal.

2. Bid responses are to be straightforward, clear, concise and specific to the information requested.

3. In order for bids to be considered complete, Bidder must provide responses to all information requested.  See Exhibit A – Bid Response Packet.
4. Bid responses, in whole or in part, are NOT to be marked confidential or proprietary.  County may refuse to consider any bid response or part thereof so marked.  Bid responses submitted in response to this RFP may be subject to public disclosure.  County shall not be liable in any way for disclosure of any such records.  Please refer to the County’s website at: http://www.acgov.org/gsa/departments/purchasing/policy/proprietary.htm for more information regarding Proprietary and Confidential Information policies.
EXHIBIT A

BID RESPONSE PACKET 

INSTRUCTIONS
· As described in the submittal of bids section of this RFP, bidders must submit an electronic copy of the bid in PDF (with OCR preferred).  The electronic copy must have all appropriate pages signed (().

· Each page of the Bid Response Packet must be submitted through the EZSourcing Supplier Portal as PDF attachment(s) with all required information included and documents attached;  any pages of the Bid Response Packet not applicable to the bidder must be submitted with such pages or items clearly marked “N/A” or the bid may be disqualified as incomplete.
· Bidders shall not modify the Bid Response Packet or any other County-provided document unless instructed to do so.  Modifications bidders are instructed to make include:

· On the cover page of the Bid Response Packet, Bidders must replace the information in BLUE font (name of bidder organization, primary contact name, etc.).
· Bidder must quote price(s) as specified in the RFP, including any addendums, and as specified in the EZSourcing Supplier Portal event.
· Bidders that do not comply with the requirements, and/or submit incomplete bid packages, are subject to disqualification and their bids being rejected.
· If a bidder is making any clarifications, or taking exception to policies or specifications of this RFP, these must be submitted in the Exceptions and Clarifications form of the Bid Response Packet in order for the bid response to be considered complete.

Date of Submission
Name of Bidding Organization
Primary Contact Name

Primary Contact Title

Address 1

Address 2

City, State Zip Code

Phone Number

Email Address

BID RESPONSE PACKET
RFP No. 901848
Countywide Office Supplies
BIDDER INFORMATION

Official Name of Bidder:      



Street Address Line 1:      



Street Address Line 2:      



City:      

State:      

Zip Code:      


Webpage:      


Type of Entity / Organizational Structure (check one):



 FORMCHECKBOX 
 Corporation

 FORMCHECKBOX 
 Joint Venture


 FORMCHECKBOX 
 Limited Liability Partnership

 FORMCHECKBOX 
 Partnership


 FORMCHECKBOX 
 Limited Liability Corporation

 FORMCHECKBOX 
 Non-Profit / Church


 FORMCHECKBOX 
 Other:      

Jurisdiction of Organizational Structure:      



Date of Organizational Structure:      

Federal Tax Identification Number:      

Primary Contact Information:

Name / Title:      

Telephone Number:      

Alternate Number:      


E-mail Address:      

BIDDER ACCEPTANCE 

1. The undersigned declares and agrees that the Bid Documents, including, without limitation, the RFP, Q&A, Addenda, and Exhibits have been read and accepted.

2. The undersigned is authorized, offers, and agrees to furnish the articles and/or services specified in accordance with the Specifications, Terms & Conditions of the Bid Documents of RFP No. 901848 – Countywide Office Supplies.
3. The undersigned has reviewed the Bid Documents and fully understands the requirements in this Bid including, but not limited to, general County requirements, and that each Bidder who is awarded a contract shall be, in fact, a prime Contractor, not a subcontractor, to County, and agrees that its Bid, if accepted by County, will be the basis for the Bidder to enter into a contract with County in accordance with the intent of the Bid Documents.
4. The undersigned agrees to the following terms, conditions, certifications, and requirements found on the County’s website:
· Debarment / Suspension Policy
[http://www.acgov.org/gsa/departments/purchasing/policy/debar.htm] 

· Iran Contracting Act (ICA) of 2010
[http://www.acgov.org/gsa/departments/purchasing/policy/ica.htm] 

· General Environmental Requirements
[http://www.acgov.org/gsa/departments/purchasing/policy/environ.htm] 

· Small Local Emerging Business Program
[http://acgov.org/auditor/sleb/overview.htm]

· First Source
[http://acgov.org/auditor/sleb/sourceprogram.htm] 

· Online Contract Compliance System
[http://acgov.org/auditor/sleb/elation.htm] 

· General Requirements 

[http://www.acgov.org/gsa/departments/purchasing/policy/genreqs.htm] 

5. The undersigned acknowledges that Bidder is and will remain in good standing in the State of California, with all the necessary licenses, permits, certifications, approvals, and authorizations necessary to perform all obligations in connection with this RFP.
6. It is the responsibility of each bidder to be familiar with all of the specifications, terms and conditions and, if applicable, the site condition.  By the submission of a Bid, the Bidder certifies that if awarded a contract they will make no claim against the County based upon ignorance of conditions or misunderstanding of the specifications.

7. Patent indemnity:  Vendors who do business with the County shall hold the County of Alameda, its officers, agents and employees, harmless from liability of an nature or kind, including cost and expenses, for infringement or use of any patent, copyright or other proprietary right, secret process, patented or unpatented invention, article or appliance furnished or used in connection with the contract or purchase order.

8. The undersigned acknowledges the following (please check box):

 FORMCHECKBOX 
 
Bidder is a certified SLEB at the time of bid submittal and is requesting 10% bid preference; (Bidder must check the box and provide its SLEB Certification Number in the SLEB INFORMATION SHEET)
SIGNATURE: (

Name/Title of Authorized Signer:      

Dated this      

day of      

20     

TABLE OF CONTENTS
Instructions:  Bidder shall remove this page and replace it with a Table of Contents listing the individual sections of the proposal and their corresponding page numbers.  The page(s) inserted shall be clearly marked Table of Contents.
LETTER OF TRANSMITTAL
Instructions:  Bidder shall remove this page and replace it with a Letter of Transmittal.  The letter shall include a description of Bidder’s capabilities and approach in providing its services to the County, and provide a brief synopsis of the highlights of its proposal and overall benefits to the County.  The page(s) inserted shall be clearly marked Letter of Transmittal.

Maximum Length:  2 pages

BID FORM

Instructions:  Bidder must use the Excel Bid Form provided via EZSourcing Supplier Portal.
COST SHALL BE SUBMITTED AS REQUESTED ON THE EXCEL BID FORM.  NO ALTERATIONS OR CHANGES OF ANY KIND ARE PERMITTED.  Bid responses that do not comply will be subject to rejection in total.  The cost quoted shall include all taxes (excluding sales and use tax) and all other charges, including travel expenses, and is the maximum cost the County will pay for the term of any contract that is a result of this RFP.
Quantities listed on Alameda County EZSourcing Supplier Portal are estimates and are not to be construed as a commitment.  No minimum or maximum is guaranteed or implied.  

By submission through the Alameda County EZSourcing Supplier Portal Bidder certifies to County that all representations, certifications, and statements made by Bidder, as set forth in each entry in the Alameda County EZSourcing Supplier Portal and attachments are true and correct and are made under penalty of perjury pursuant to the laws of California.
Partial bids are NOT allowed.  Bidders must bid on all items listed in Excel Bid Form.
TABLE OF KEY PERSONNEL
Instructions:  This page must be included as part of the Bid Response Packet.  Following this page, Bidder shall provide a Table of Key Personnel.  The table shall include all key personnel associated with the RFP.  

This table must include all key personnel who will provide services to the County.  The table must include the following information for each key person:

1. The person’s relationship with Bidder, including job title and years of employment with Bidder; 

2. Work contact information including, but not limited to, the following:  work address, office telephone number, mobile work number, and e-mail address;
3. The role that the person will play in connection with the RFP; 

4. Educational background; and

5. Related experience on similar projects, certifications, and merits.

Maximum Length:  There is no limit to the table.  There is, however, a 2-page limit per résumé or curriculum vitae.

DESCRIPTION OF PROPOSED SERVICES
Instructions:  This page must be included as part of the Bid Response Packet.  Following this page, Bidder shall provide a Description of Proposed Services.

The Description of Proposed Service shall describe the overall services.  The Bidder must address how they will meet or exceed each requirement listed in Section E (Requirements) and Section F (Deliverables/Reports).
At minimum, the Bidder must include the following details:

1. Describe the program’s desired overall goals, anticipated outcomes, measurable objectives, and key tasks including the key personnel responsible for achieving them.

2. Detail existing data collection infrastructure and demonstrate ability to interface with County’s database(s) and/or provide reporting data to the County for maximum efficiency. 

3. Explain any special resources, procedures, or approaches that make the services of Bidder particularly advantageous to the County.

4. Identify any limitations or restrictions of Bidder in providing the services that the County should be aware of in evaluating its Response to this RFP. (Please note any requests for exceptions or clarifications MUST be identified on Exceptions and Clarifications form below and the County is under no obligation to accept any exceptions or clarifications and any such exceptions and clarifications may be a basis for bid disqualification).
5. Describe strategies on how the County shall maximize on reducing delivery frequencies and associated greenhouse gas emissions.
Maximum Length:  none
SLEB INFORMATION SHEET
Instructions:  On the following page is the SLEB Information Sheet.  Every Bidder must fill out and submit a signed SLEB Information Sheet, indicating their SLEB certification status.    

SLEB certification must be complete at the time for bid submittal for SLEB primes.
· For SLEB Questions: Please contact the General Services Agency-Office of Acquisition Policy - Ratha Chuon, ratha.chuon@acgov.org, (510) 208-9617.
· For questions/information on SLEB certification including requirements, please contact the Auditor-Controller Agency, Office of Contract Compliance & Reporting – SLEB Certification Unit at (510) 891-5500. 

SMALL LOCAL EMERGING BUSINESS (SLEB)

INFORMATION SHEET

RFP No. 901848 - Countywide Office Supplies
In order to meet the Small Local Emerging Business (SLEB) requirements of this RFP, all bidders must complete this form.
	 FORMCHECKBOX 
  BIDDER IS A CERTIFIED SLEB (sign at bottom of page)

SLEB BIDDER Business Name:       

SLEB Certification #:      

     SLEB Certification Expiration Date:      

NAICS Codes Included in Certification:      



Bidder Printed Name/Title: ____________________________________________________________________________

Street Address: _____________________________________________City_____________State______ Zip Code______

Bidder Signature: (_____________________________________________
Date: _______________________________
REFERENCES
Instructions:  On the following pages are the templates that Bidders must use to provide references.  Bidders are to provide a list of three current and three former references.  References must be satisfactory as deemed solely by County.  Services or goods provided by Bidder to the references should have similar scope, volume and requirements to those outlined in these specifications, terms and conditions.
Bidders must verify that the contact information for all references provided is current and valid.  If a reference cannot be contacted it may affect the qualification and scoring of Bidders submission.

Bidders are strongly encouraged to notify all references that the County may be contacting them to obtain a reference.

The County may contact some or all of the references provided in order to determine Bidder’s performance record on work similar to that described in this request.  The County reserves the right to contact references other than those provided in the Response and to use the information gained from them in the evaluation process.
REFERENCES

RFP No. 901848 - Countywide Office Supplies
Bidder Name:      

CURRENT REFERENCES
	Company Name:      
	Contact Person:      

	Address:      
	Telephone Number:      

	City, State, Zip:      
	E-mail Address:      

	Services Provided / Date(s) of Service:      


	Company Name:      
	Contact Person:      

	Address:      
	Telephone Number:      

	City, State, Zip:      
	E-mail Address:      

	Services Provided / Date(s) of Service:      


	Company Name:      
	Contact Person:      

	Address:      
	Telephone Number:      

	City, State, Zip:      
	E-mail Address:      

	Services Provided / Date(s) of Service:      


FORMER REFERENCES
	Company Name:      
	Contact Person:      

	Address:      
	Telephone Number:      

	City, State, Zip:      
	E-mail Address:      

	Services Provided / Date(s) of Service:      


	Company Name:      
	Contact Person:      

	Address:      
	Telephone Number:      

	City, State, Zip:      
	E-mail Address:      

	Services Provided / Date(s) of Service:      


	Company Name:      
	Contact Person:      

	Address:      
	Telephone Number:      

	City, State, Zip:      
	E-mail Address:      

	Services Provided / Date(s) of Service:      


EXCEPTIONS AND CLARIFICATIONS
Instructions:  On the following page is the Exceptions and Clarifications form.  Bidders must use this form to identify any and all exceptions and/or clarifications to the RFP and associated Bid Documents.
THE COUNTY IS UNDER NO OBLIGATION TO ACCEPT ANY EXCEPTIONS AND CLARIFICATIONS.  ANY SUCH EXCEPTIONS AND CLARIFICATIONS MAY BE A BASIS FOR BID DISQUALIFICATION.

EXCEPTIONS AND CLARIFICATIONS

RFP No. 901848 - Countywide Office Supplies
Bidder Name:      

List below requests for exceptions and clarification, if any, to the RFP and associated Bid Documents, and submit with your bid response.

The County is under no obligation to accept any exceptions and clarifications and such exceptions and clarifications may be a basis for bid disqualification.
	Reference to:
	Description

	Page No.
	Section
	Item No.
	

	[image: image2.wmf]p. 23
	D
	1.c.
	Vendor takes exception to…

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


*Use additional pages as necessary

CREDENTIALS
Instructions:  This page must be included as part of the Bid Response Packet.  Following this page, Bidders are to provide proof of any permits, licenses, and/or professional credentials necessary to supply product and perform services as specified in this RFP.    

INSURANCE REQUIREMENTS

Insurance certificates are not required at the time of submission; however, by signing the Bid Response Packet, the Bidder agrees to meet the minimum insurance requirements prior to award. Insurance documentation must be provided to the County, prior to award, and include an insurance certificate and additional insured certificate, naming the County of Alameda, which meets the minimum insurance requirements, as stated in the RFP.
The following page contains the minimum insurance limits, required by the County of Alameda, to be held by the Contractor performing on this RFP:   

see next page for county of alameda 
minimum insurance requirements

COUNTY OF ALAMEDA MINIMUM INSURANCE REQUIREMENTS
Without limiting any other obligation or liability under this Agreement, the Contractor, at its sole cost and expense, shall secure and keep in force during the entire term of the Agreement or longer, as may be specified below, the following minimum insurance coverage, limits and endorsements.  The County reserves the right to modify these requirements, including limits, based on the nature of the risk, prior experience, insurer, coverage, or other special circumstances.  If the contractor maintains broader coverage and/or higher limits than the minimums shown below, the County requires and shall be entitled to the broader coverage and/or the higher limits maintained by the Contractor.  Any available insurance proceeds in excess of the specified minimum limits of insurance and coverage shall be available to the County. 

	TYPE OF INSURANCE COVERAGES
	MINIMUM LIMITS

	A
	Commercial General Liability

Premises Liability; Products and  Completed Operations; Contractual Liability; Personal Injury and Advertising Liability
	$1,000,000 per occurrence (CSL)

Bodily Injury and Property Damage

	B
	Commercial or Business Automobile Liability

All owned vehicles, hired or leased vehicles, non-owned, borrowed and permissive uses.  Personal Automobile Liability when extended to cover your business is acceptable for individual contractors with no transportation or hauling related activities
	$1,000,000 per occurrence (CSL)

Any Auto or Hired and Non-Owned Autos

Bodily Injury and Property Damage

	C
	Workers’ Compensation (WC) and Employers Liability (EL)

As required by State of California
	WC:  Statutory Limits

EL:  No less than $1,000,000 per accident for bodily injury or disease

	D


	Endorsements and Conditions:

1. ADDITIONAL INSURED: County of Alameda, its Board of Supervisors, the individual members thereof, and all County officers, agents, employees, volunteers, and representatives are to be covered as additional insureds on the CGL policy with respect to liability arising out of work or operations performed by or on behalf of the Contractor including materials, parts, or equipment furnished in connection with such work or operations. General liability coverage can be provided in the form of an endorsement to the Contractor’s insurance (at least as broad as ISO Form CG 20 10 11 85 or if not available, through the addition of both CG 20 10, CG 20 26, CG 20 33, or CG 20 38; and CG 20 37 if a later edition  is used). Auto policy shall contain, or be endorsed to contain additional insured coverage for the County.

2. DURATION OF COVERAGE: All required insurance shall be maintained during the entire term of the Agreement. In addition, Insurance policies and coverage(s) written on a claims-made basis shall be maintained and evidence of insurance must be provided during the entire term of the Agreement and for at least five (5) years following the later of termination of the Agreement and acceptance of all work provided under the Agreement, with the retroactive date of said insurance (as may be applicable) concurrent with the commencement of activities pursuant to this Agreement. If coverage is cancelled or non-renewed, and not replaced with another claims-made policy form with a Retroactive Date prior to the contract effective date, the Contractor must purchase “extended reporting” coverage for a minimum of five (5) years after completion of work. 
3. REDUCTION OR LIMIT OF OBLIGATION:  All insurance policies, including excess and umbrella insurance policies, shall  be primary and non-contributory coverage at least as broad as ISO CG 20 10 04 13 as respects the County, its officers, officials, employees, or volunteers.   Any insurance or self-insurance maintained by the County, its officers, officials, employees, or volunteers shall be excess of the Contractor’ insurance and shall not contribute with it. Pursuant to the provisions of this Agreement insurance effected or procured by the Contractor shall not reduce or limit Contractor’s contractual obligation to indemnify and defend the Indemnified Parties.

4. INSURER FINANCIAL RATING:  Insurance shall be maintained through an insurer with an A.M. Best Rating of no less than A:VII or equivalent, shall be admitted to the State of California unless otherwise acceptable by Risk Management, and with deductible amounts acceptable to the County.  Acceptance of Contractor’s insurance by County shall not relieve or decrease the liability of Contractor hereunder. Self-insured retentions must be declared and approved.  Any deductible or self-insured retention amount or other similar obligation under the policies shall be the sole responsibility of the Contractor. The policy language shall provide or be endorsed to provide, that the self –insured retention may be satisfied by either the named insured or County.

5. SUBCONTRACTORS:  Contractor shall include all subcontractors as an insured (covered party) under its policies or shall verify that the subcontractor, under its own policies and endorsements, has complied with the insurance requirements in this Agreement, including this Exhibit. 

6. JOINT VENTURES: If Contractor is an association, partnership or  other joint business venture, required insurance shall be provided by one of the following methods:

· Separate insurance policies issued for each individual entity, with each entity included as a “Named Insured” (covered party), or at minimum named as an “Additional Insured” on the other’s policies. Coverage shall be at least as broad as in the ISO Forms named above. 

· Joint insurance program with the association, partnership or other joint business venture included as a “Named Insured”.

7. CANCELLATION OF INSURANCE: Each insurance policy required above shall provide that coverage shall not be cancelled, except with notice of cancellation provided to the County in accordance with policy terms and conditions.  

8. CERTIFICATE OF INSURANCE: Before commencing operations under this Agreement, Contractor shall provide Certificate(s) of insurance and applicable insurance endorsements as set forth in the Notices provisions, in form and satisfactory to County, evidencing that all required insurance coverage is in effect. However, failure to obtain the required documents prior to the work beginning shall not waive the Contactor’s obligation to provide them.  The County reserves the right to require the Contractor to provide complete, certified copies of all required insurance policies, including endorsements required by these specifications, at any time. 


Certificate C-1
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EXHIBIT B
ENVIRONMENTAL CRITERIA
RFP No. 901843 – Countywide Office Supplies
	Minimum requirement for all products: 
No products shall contain persistent bioaccumulative toxins unless this requirement is waived by the County

	
	
	

	Criteria for Identifying Environmentally Preferable (Green) Products

	Item
	Product Detail
	Criteria required to be considered green

	 

	Binders

	Binders
	Ring, cardboard or pressboard
	20% postconsumer

	Binders
	Ring, plastic-covered paperboard
	30% postconsumer (For Paperboard)

	Binders
	Ring, paper covered paperboard
	30% postconsumer

	Dated Good

	Calendars - Desk
	Non-coated paper*
	30% postconsumer

	Calendars - Desk
	Coated paper
	10% postconsumer

	Desk Accessories

	Plastic Desktop Accessories
	Desk organizers, sorters, trays, memo holders, note and pencil holders; PE solid plastic
	25% postconsumer

	Floor Mats
	Plastic
	10% postconsumer

	Floor Mats
	Rubber
	75% postconsumer

	Floor Mats
	Plastic/Rubber Composite
	100% postconsumer

	Envelopes

	Envelopes - Paper
	White Wove*
	30% postconsumer

	Envelopes - Paper
	Colored (incl. Manila)
	10% postconsumer

	Envelopes - Paper
	Kraft, unbleached or brown
	10% postconsumer

	Envelopes - Plastic
	 
	25% postconsumer (no vinyl)

	Filing and Storage

	File folders - paper
	Interior, manila or colored*
	30% postconsumer

	File folders - paper
	Hanging, colored or unbleached*
	30% postconsumer

	File folders - paper
	Wallet files, expanding
	10% postconsumer

	File folders - paper
	Classification, pressboard
	10% postconsumer

	File folders - paper
	Report covers
	10% postconsumer

	File folders - paper
	Portfolios
	10% postconsumer

	Index - Dividers
	 
	10% postconsumer

	Index cards
	White, Colored, Lined, Unlined*
	30% postconsumer


	Protective Mailers

	Mailers - Paper, Industrial Paperboard
	Various, i.e., photo, document, CD mailers
	30% postconsumer

	Mailers - Paper, Padded
	Unbleached or white
	5% postconsumer

	Mailing - Corrugated boxes/containers
	<300 psi & 300 psi
	25% postconsumer

	Mailers - Plastic
	Padded, various sizes
	10% postconsumer (no vinyl)

	Post-it Notes and Other Miscellaneous Papers

	Self-Stick notes
	Various colors, pop-up, regular*
	30% postconsumer

	Notepads, Notebooks
	Steno-books, notebooks, various sizes and colors*
	30% postconsumer

	Other Miscellaneous Papers

	Paper - Carbonless
	Printed multiple-impact copy forms
	10% postconsumer

	Paper - Continuous
	Adding Machine
	10% postconsumer, no BPA

	Paper - Text and Cover
	Stationery, cover stock, various sizes and colors
	10% postconsumer

	Paper - Cash register
	Forms Bond
	10% postconsumer

	Paper - Checks
	Check Safety Paper
	10% postconsumer

	Paper - Invitations, Cards
	Papeteries
	10% postconsumer

	Paper - Stationery
	Paper - Cotton*
	30% postconsumer

	Paper - Stationery
	Paper - Text or cover* 
	30% postconsumer

	Food Service Ware

	Plates
	 
	Paper-based

	Cups - Paper
	 
	Meet ASTM D6868 

	Cups - Plastic
	 
	No styrofoam

	Napkins
	 
	30% postconsumer

	Other Non-Paper Office Supplies

	Metal Supplies
	Scissors, paper clips, binder clips
	30% postconsumer

	Writing Instruments - Plastic
	Pens, mechanical pencils
	Refillable or 30% postconsumer

	Highlighters and markers
	 Highlighters, markers, dry erase markers
	Water-based, certified AP non-toxic, conforming to ASTM D-4236; low odor for dry erase.

	Batteries
	 AA, AAA, C, and D for non-emergency use
	Rechargeable

	Wooden Pencils
	 
	FSC certified


* Indicates products that must be compliant with Sections 22150-22154 of the Public Contract Code, as required by SB 1383 (Lara, Chapter 395, Statutes of 2016) regulations.
[image: image3.png]


[image: image4.png]


