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I. EXECUTIVE BRIEF 

Motion and Title: Staff recommends motion to: 

[X] Regular 
[ ] Public Hearing 

'-1113 

A) reject all received bids and cancel Palm Beach County Purchasing Bid #11-058/CC; and 
B) approve the use of State of Florida Office and Educational Consumables Contract No. 
618-000-11-1, as amended, with Office Depot, Inc. for the purchase of office supplies. 

Summary: Bid #11-058/CC was issued by the Palm Beach County Purchasing Department 
for the purpose of establishing a new term contract for the purchase of office supplies. Four 
(4) vendors submitted bids. Analysis of the bids revealed that all bids exceeded the pricing 
available under the State of Florida contract by 6% or more. Pursuant to Sections 2-54(c)(7) 
and (8) of the Purchasing Code, the Board of County Commissioners may reject any and all 
bids solicited through a formal competitive bid process. Additionally, Purchasing Code Section 
2-54(f)(5) allows the County to use federal, state or municipal contracts for the purchase of 
goods or services provided that the originating entity utilized a competitive process similar to 
the County's and the same terms and conditions are offered by the vendor and accepted by 
the County. The State of Florida contract with Office Depot, Inc. meets these conditions. 
Utilization of the State contract will result in an estimated annual cost savings of approximately 
$115,000 (compared to the low bidder), based on average County spending for office supplies 
over the last three (3) years. Office Depot, Inc. is headquartered in Palm Beach County. 
Countywide (OW) 

Background & Justification: The Palm Beach County Purchasing Code establishes policies 
and procedures for the purchase of goods and services. The Code is intended to provide fair 
and equitable treatment of persons and businesses desiring to do business with the County 
while providing a framework for obtaining quality goods and services at a reasonable cost. The 
actions recommended in this item are consistent with the intent and provisions of the Code and 
will allow office supplies to be purchased in the most cost-effective manner from a Palm Beach 
County company. 

Attachments: 
1. Purchasing Bid #11-058/CC 
2. State of Florida Contract No. 618-000-11-1, as amended 



II. FISCAL IMPACT ANALYSIS 

A. Five Year Summary of Fiscal Impact: 

Fiscal Years 

Capital Expenditures 

Operating Cost 

External Revenues 
Program Income (County) __ 

In-Kind Match (County) 

NET FISCAL IMPACT 'Of 

# ADDITIONAL FTE 
POSITIONS (Cumulative 

Is Item Included in Current Budget? 
Budget Account No.: Fund_ 

Yes 
Dept_ 

Program Code __ _ 

No 
Unit_ 

B. Recommended Sources of Funds/Summary of Fiscal Impact: 

Object_ 

~ Average annual spending for office supplies was $957,350 (3 year data period). Office 
supply expense lines are included in all departmental budgets. 

C. Departmental Fiscal Review: 

Ill. REVIEW COMMENTS 

A. OFMB Fiscal and/or Contract Administration Comments: 

Contract Dev 

C. Other Department Review: 

Department Director 

This summary is not to be used as a basis for payment. 



Board of County Commissioners 

Karen T. Marcus, Chair 

County Administrator 

Robert Weisman 
Shelley Vana, Vice Chair 
Paulette Burdick 
Steven L. Abrams 
Burt Aaronson 
Jess R. Santamaria 
Priscilla A. Taylor 

BOARD OF COUNTY COMMISSIONERS 
NOTICE OF SOLICITATION 

BID #11-058/CC 

Purchasing Department 
www.pbcgov.com/purchasing 

OFFICE SUPPLIES, PURCHASE OF, TERM CONTRACT 

BID OPENING DATE: APRIL 28, 2011 AT 2:00 P.M. 

It is the responsibility of the bidder to ensure that all pages are included. Therefore, all bidders are 
advised to closely examine this package. Any questions regarding the completeness of this package 
should be immediately directed to Palm Beach County Purchasing Department (561) 616-6800. 

It is requested that all bids be submitted in triplicate, one original and two copies. 

BIDDERS SHALL SUBMIT, IN A SEALED PACKAGE OR CONTAINER, AT LEAST ONE ORIGINAL, 
SIGNED IN INK BY AN AGENT OF THE COMPANY HAVING AUTHORITY TO BIND THE COMPANY 
OR FIRM. FAILURE TO DO SO SHALL BE CAUSE FOR REJECTION OF YOUR BID. 

Protests can be accepted only during the five (5) business day posting period. 

CAUTION 
As they are issued, all amendments to solicitations will be posted under the applicable 
solicitation on our website at http:/lwww.pbcgov.com/purchasing. It is the vendor's sole 
responsibility to routinely check this website for any amendments that may have been issued 
prior to the deadline for receipt of bids. 

Palm Beach County shall not be responsible for the completeness of any Invitation for Bid 
that was not downloaded from the above website or obtained directly from the Purchasing 
Department. 

In accordance with the provisions of ADA, 
this document may be requested in an alternate format. 

50 South Military Trail, Suite 110, West Palm Beach, FL 33415-3199 
(561) 616-6800 FAX: (561) 616-6811 
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BOARD OF COUNTY COMMISSIONERS 
Palm Beach County 

INVITATION FOR BID 

BID NO: 11-058/CC ---------- BID TITLE: Office Supplies, Purchase Of, Term Contract 

PURCHASING DEPARTMENT CONTACT: Colleen Cardillo, Senior Buyer TELEPHONE NO.: 561-616-6839 

FAX NO.: 561-242-6739 EMAIL ADDRESS: _..;;.cc;;..;a;;;.;.rd;..;_il;.;..:,l@'""pi;;,,;b;;..;c~go.;;;.v;..;..c;;..;o;.;..;m~---------------

All bid responses must be received on or before April 28, 2011 , prior to 2:00 p.m., Palm Beach County local time, 
at which time all bids shall be publicly opened and read. SUBMIT BID TO: Palm Beach County Purchasing 
Department, 50 South Military Trail, Suite 110, West Palm Beach, Florida 33415-3199. 

This Invitation for Bid, General Conditions, Instructions to Bidders, Special Conditions, Specifications, Attachments, Amendments (if 
issued), and/or any other referenced document form a part of this bid solicitation and response thereto, and by reference are made a part 
thereof. The selected awardee shall be bound by all terms, conditions and requirements in these documents. 

PURPOSE AND EFFECT: It is the purpose and intent of this invitation to secure bids for item(s) and/or services as listed herein. The 
selected awardee is hereby placed on notice that acceptance of its bid by Palm Beach County shall constitute a binding contract. 

GENERAL CONDITIONS, INSTRUCTIONS AND INFORMATION FOR BIDDERS 
GENERAL CONDITIONS 

1. GENERAL INFORMATION 

Bidders are advised that this package constitutes the complete set of 
specifications, terms, and conditions which forms the binding contract 
between Palm Beach County and the successful bidder. Changes to this 
invitation for bid may be made .Q!1Jy by written amendment issued by the 
County Purchasing Department. Bidders are further advised to closely 
examine every section of this document, to ensure that all sequentially 
numbered pages are present, and to ensure that it is fully understood. 
Questions or requests for explanations or interpretations of this document 
must be submitted to the Purchasing Department contact in writing in 
sufficient time to permit a written response and, if required, will be provided 
to all prospective bidders, prior to bid opening. Oral explanations or 
instructions given by any County agent are not binding and should not ~e 
interpreted as altering any provision of this document. Bidder certifies that 
this bid is made without reliance on any oral representations made by the 
County. 

The obligations of Palm Beach County under this award are subject to the 
availability of funds lawfully appropriated for its purpose. 

2. LEGAL REQUIREMENTS 

a. COMPLIANCE WITH LAWS AND CODES: Federal, State, County 
and local Jaws, ordinances, rules and regulations that in any manner 
affect the items covered herein apply. Lack of knowledge by the 
bidder shall in no way be a cause for relief from responsibility. The 
successful bidder shall strictly comply with Federal, State and local 
building and safety codes. Equipment shall meet all State and Federal 
Safety regulations. Bidder certifies that all products (materials, 
equipment, processes, or other items supplied in response to this bid) 
contained in its bid meets all ANSI, NFPA and all other Federal and 
State requirements. Bidder further certifies that, if it is the successful 
bidder, and the product delivered is subsequently found to be deficient 
in any of the aforementioned requirements in effect on date of delivery, 
all costs necessary to bring the product into compliance shall be borne 
by the bidder. 

In compliance with Chapter 442, Florida Statutes, any toxic substance 
resulting from this bid shall be accompanied by a properly completed 
Material Safety Data Sheet (MSDS). 

The Uniform Commercial Code (Florida Statutes, Chapter 672) shall 
prevail as the basis for contractual obligations between the successful 
bidder and Palm Beach County for any terms and conditions not 
specifically stated in the Invitation for Bid. 

b. DISCRIMINATION PROHIBITED: Palm Beach County is committed 
to assuring equal opportunity in the award of contracts and complies 
with all laws prohibiting discrimination. The successful bidder is 
prohibited from discriminating against any employee, applicant, or 
client because of race, color, religion, disability, sex, age, national 
origin, ancestry, marital status, sexual orientation, or gender identity 
and expression. 

c. INDEPENDENT CONTRACTOR RELATIONSHIP: The successful 
bidder is, and shall be, in the performance of all work, services, and 
activities under this Contract, an Independent Contractor and not an 
employee, agent, or servant of the COUNTY. All persons engaged in 
any of the work or services performed pursuant to this Contract shall at 
all times, arid in all places, be subject to the successful bidder's sole 
direction, supervision, and control. The successful bidder shall 
exercise control over the means and manner in which it and its 
employees perform the work, and in all respects the successful 
bidder's relationship, and the relationship of its employees, to the 
COUNTY shall be that of an Independent Contractor and not as 
employees or agents of the COUNTY. 

d. CRIMINAL HISTORY RECORDS CHECK ORDINANCE: Pursuant to 
Ordinance 2003-030, the Palm Beach County Criminal History 
Records Check Ordinance ("Ordinance"), the County shall conduct 
fingerprint based criminal history record checks on all persons not 
employed by the County who repair, deliver, or provide goods or 
services for, to, or on behalf of the County. A fingerprint based 
criminal history record check shall be conducted on all employees and 
subcontractors of vendors, including repair persons and delivery 
persons, who are unescorted when entering a facility determined to be 
critical to the public safety and security of the County. County facilities 
that require this heightened level of security are identified in Resolution 
R-2003-1274, as may be amended. The bidder is solely responsible 
for understanding the financial, schedule, and staffing implications of 
this Ordinance. Further, the bidder acknowledges that its bid price 
includes any and all direct or indirect costs associated with compliance 
of this Ordinance, except for the applicable FDLE/FBI fees that shall 
be paid by the County. 

e. PUBLIC ENTITY CRIMES: F.S. 287.133 requires Palm Beach County 
to notify all bidders of the following: "A person or affiliate who has been 
placed on the convicted vendor list following a conviction for a public 
entity crime may not submit a bid on a contract with a public entity for 
the construction or repair of a public building or public work, may not 
submit bids on leases of real property to a public entity, may not be 
awarded or perform work as a contractor, supplier, subcontractor, or 
consultant under a contract with any public entity, and may not 



transact business with any public entity in excess of the threshold 
amount provided in F.S. 287.017 for CATEGORY TWO for a period of 
36 months from the dale of being placed on the convicted vendor list." 

f. NON-COLLUSION: Bidder certifies that it has entered into no 
agreement to commit a fraudulent, deceitful, unlawful, or wrongful act, 
or any act which may result in unfair advantage for one or more 
bidders over other bidders. Conviction for the Commission of any 
fraud or act of collusion in connection with any sale, bid, quotation, 
proposal or other act incident to doing business with Palm Beach 
County may result in permanent debarment. 

No premiums, rebates or gratuities are permitted; either with, prior to 
or after any delivery of material or provision of services. Any such 
violation may result in award cancellation, return of materials, 
discontinuation of services, and removal from the vendor bid list(s), 
and/or debarment or suspension from doing business with Palm Beach 
County. 

g. LOBBYING: Bidders are advised that the "Palm Beach County 
Lobbyist Registration Ordinance" prohibits a bidder or anyone 
representing the bidder from communicating with any County 
Commissioner, County Commissioner's staff, or any employee 
authorized to act on behalf of the Commission to award a particular 
contract regarding its bid, i.e., a "Cone of Silence". 

The "Cone of Silence" is in effect from the date/time of the deadline for 
submission of the bid, and terminates at the lime that the Board of 
County Commissioners, or a County Department authorized to act on 
their behalf, awards or approves a contract, rejects all bids, or 
otherwise takes action which ends the solicitation process. 

Bidders may, however, contact any County Commissioner, County 
Commissioner's staff, or any employee authorized to act on behalf of 
the Commission to award a particular contract, via written 
communication i.e., facsimile, e-mail or U.S. mail. 

Violations of the "Cone of Silence" are punishable by a fine of $250.00 
per violation. 

h. CONFLICT OF INTEREST: All bidders shall disclose with their bid the 
name of any officer, director, or agent who is also an employee or a 
relative of an employee of Palm Beach County. Further, all bidders 
shall disclose the name of any County employee or relative of a 
County employee who owns, directly or indirectly, an interest of ten 
percent or more in the bidder's firm or any of its branches. 

i. SUCCESSORS AND ASSIGNS: The County and the successful 
bidder each binds itself and its successors and assigns to the other 
party in respect to all provisions of this Contract. Neither the County 
nor the successful bidder shall assign, sublet, convey or transfer its 
interest in this Contract without the prior written consent of the other. 

j. INDEMNIFICATION: Regardless of the coverage provided by any 
insurance, the successful bidder shall indemnify, save harmless and 
defend the County, its agents, servants, or employees from and 
against any and all claims, liability, losses and/or causes of action 
which may arise from any negligent act or omission of the successful 
bidder, its subcontractors, agents, servants or employees during the 
course of performing services or caused by the goods provided 
pursuant to these bid documents and/or resultant contract. 

k. PUBLIC RECORDS: Any material submitted in response to this 
invitation for bid is considered a public document in accordance with 
Section 119.07, F.S. This includes material which the responding 
bidder might consider to be confidential or a trade secret. Any claim of 
confidentiality is waived upon submission, effective after opening 
pursuant to Section 119.07, F.S. 

I. INCORPORATION, PRECEDENCE, JURISDICTION: This Invitation 
for Bid shall be included and incorporated in the final award. The order 
of contractual precedence shall be the bid document (original terms 
and conditions), bid response, and purchase order or term contract 
order. Any and all legal action necessary to enforce the award or the 
resultant contract shall be held in Palm Beach County and the 
contractual obligations shall be interpreted according to the laws of 
Florida. 
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m. LEGAL EXPENSES: The County shall not be liable to a bidder for 
any legal fees, court costs, or other legal expenses arising from the 
interpretation or enforcement of this contract, or from any other matter 
generated by or relating to this contract. 

3. BID SUBMISSION 

a. SUBMISSION OF RESPONSES: All bid responses must be 

b. 

c. 

submitted on the provided Invitation for Bid "Response" Form. 
Bid responses on vendor letterhead/quotation forms shall not be 
accepted. Responses must be typewritten or written in ink, and 
must be signed in ink by an agent of the company having authority to 
bind the company or firm. FAILURE TO SIGN THE BID RESPONSE 
FORM AT THE INDICATED PLACES SHALL BE CAUSE FOR 
REJECTION OF THE BID. Bid responses are to be submitted to the 
Palm aeach County Purchasing Department no later than the time 
indicated on the solicitation preamble, and must be submitted in a 
sealed envelope or container bearing the bid number for proper 
handling. 

CERTIFICATIONS, LICENSES AND PERMITS: Unless otherwise 
directed in sub-paragraph d. (Local Preference) or the Special 
Conditions of this bid, bidder should include with its bid a copy of all 
applicable Certificates of Competency issued by the State of Florida or 
the Palm Beach County Construction Industry Licensing Board in the 
name of the bidder shown on the bid response page. It shall also be 
the responsibility of the successful bidder to submit, prior to 
commencement of work, a current Local Business Tax Receipt 
(Occupational License) for Palm Beach County and all permits 
required to complete this contractual service at no additional cost to 
Palm Beach County. A Palm Beach County Local Business Tax 
Receipt (Occupational License) is required unless specifically 
exempted by law. In lieu of a Palm Beach County Local Business Tax 
Receipt (Occupational License), the bidder should include the current 
Local Business Tax Receipt (Occupational License) issued to the 
bidder in the response. It is the responsibility of the successful bidder 
to ensure that all required certifications, licenses and permits are 
maintained in force and current throughout the term of the contract. 
Failure to meet this requirement shall be considered default of 
contract. 

SBE BID DOCUMENT LANGUAGE 

Item 1 - Polley 
It is the policy of the Board of County Commissioners of Palm Beach 
County, Florida, that SBE(s) have the maximum practical opportunity 
to participate in the competitive process of supplying goods, services 
and construction to the County. To that end, the Board of County 
Commissioners adopted a Small Business Ordinance which is codified 
in Sections 2-80.21 through 2-80.34 (as amended) of the Palm Beach 
County Code, which sets forth the County's requirements for the SBE 
program, and is incorporated in this solicitation. Compliance with the 
requirements contained in this section shall result in a bidder being 
deemed responsive to SBE requirements. The provisions of this 
Ordinance are applicable to this solicitation, and shall have 
precedence over the provisions of this solicitation in the event of a 
conflict. 

Although preferences will not be extended to certified M/WBEs, unless 
otherwise provided by law, businesses eligible for certification as an 
M/WBE are encouragecj to maintain their certification in order to assist 
in the tracking 9f M/WBE availability and awards of contracts to 
M/WBEs. This information is vital to determining whether race and 
gender neutral programs assist M/WBE firms or whether race and 
gender preferences are necessary in order to address any continued 
discrimination in the market. 

Item 2 - SBE Goals 
The County has established a minimum goal of 15% SBE participation 
for .ill County solicitations, inclusive of all alternates and change 
orders. This goal is a minimum, and no rounding will be accepted. 

Item 3 - Ranking of Responsive Bidders 
Bidders who meet the SBE goal will be deemed to be responsive to 
the SBE requirement. 

a. In evaluating competitive bids or quotes between $1,000 and 
one million dollars ($1,000,000) where the low bidder is non-



responsive to the SBE requirement, the contract shall be 
awarded to the low bidder responsive to the SBE requirement as 
long as the bid does not exceed the low bid amount by 10%; or 

b. In the event there are no bidders responsive to the SBE 
requirement, the contract shall be awarded to the bidder with the 
greatest SBE participation in excess of seven percent (7%) 
participation, as long as the bid does not exceed the low bid 
amount by ten percent (10%). 

c. In evaluating bids in excess of one million dollars ($1,000,000), 
the contract shall be awarded to the low bidder responsive to the 
SBE requirements provided that such bid does not exceed the 
lowest responsive bid by more than one hundred thousand 
dollars ($100,000) plus three percent (3%) of the total bid in 
excess of one million dollars ($1,000,000); 

d. In the event there are no bidders responsive to the SBE goal, 
the contract shall be awarded to the bidder with the greatest 
SBE participation in excess of seven percent (7%) participation, 
provided that such bid does not exceed the lowest responsive 
bid by more than one hundred thousand dollars ($100,000) plus 
three percent (3%) of the total bid in excess of one million 
dollars ($1,000,000). 

Item 4 - Bid Submission Documentation 
SBE bidders, bidding as prime contractors, are advised that they must 
complete Schedule 1 listing the work to be performed by their own 
workforce as well as the work to be performed by any SBE or M/WBE 
subcontractor. Failure to include this information on Schedule 1 will result in 
the participation by the SBE prime bidders own workforce NOT being 
counted towards meeting the SBE goal. This requirement applies even if 
the SBE contractor intends to perform 100% of the work with their own 
workforce. 

Bidders are required to submit with their bid the appropriate SBE-M/WBE 
schedules in order to be deemed responsive to the SBE requirements. 
SBE-M/WBE documentation to be submitted is as follows: 

Schedule 1 - List of Proposed SBE and M/WBE Participation 
This list shall contain the names of all SBE and M/WBE prime and 
subcontractors intended to be used in performance of the contract, if 
awarded. This schedule shall also be used if an SBE prime bidder is 
utilizing ANY subcontractors. 
(Only Job Order Contracting IJOC) contracts and Task Authorizations 
for annual contracts may be excluded from this reguirementl 

Schedule(s) 2 - Letterls) of Intent to Perform as an SBE or M/WBE 
Subcontractor 
A Schedule 2 for each SBE and/or M/WBE Subcontractor listed on 
Schedule 1 shall be completed and signed by the proposed SBE and/or 
M/WBE Subcontractor. Subcontractors shall specify the type of work to be 
performed, the cost or percentage shall also be specified. Additional sheets 
may be used as needed. In lieu of a Schedule 2, a detailed responsive 
proposal may be acceptable. 

Item 5 - SBE Certification 
Only those firms certified by Palm Beach County at the lime of bid opening 
shall be counted toward the established SBE goals. Upon receipt of a 
complete application, IT TAKES UP TO NINETY (90) DAYS TO BECOME 
CERTIFIED AS AN SBE WITH PALM BEACH COUNTY. It is the 
responsibility of the bidder to confirm the certification of any proposed SBE; 
therefore, ii is recommended that bidders visit the on-line Vendor Directory 
at www.pbcgov.org/osba to verify SBE certification. 

Item 6 - Counting SBE Participation land M/WBE Participation for 
Tracking Purposes) 

a. Once a firm is determined to be an eligible SBE according to the 
Palm Beach County certification procedures, the County or the 
Prime may count toward its SBE goals only that portion of the 
total dollar value of a contract performed by the SBE. Prior to 
issue, total dollar value of a contract will be determined by the 
PBC user department by defining factors to be considered as 
value. Total dollar value of retail contracts shall be determined by 
Gross Receipts. 

b. The County may count toward its SBE goals the total value of a 
contract awarded to an eligible SBE firm that subsequently is 
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decertified or whose certification has expired after a contract 
award date or during the performance of the contract. 

c. The County or Prime may count toward its SBE goal a portion of 
the total dollar value of a contract with a joint venture, eligible 
under the standards for certification, equal to the percentage of 
the ownership and control of the SBE partner in the joint venture. 

d. The County or Prime may count toward its SBE goal the entire 
expenditures for materials and equipment purchased by an SBE 
subcontractor, provided that the SBE subcontractor has the 
responsibility for the installation of the purchased materials and 
equipment. 

e. The County or Prime may count the entire expenditure to an SBE 
manufacturer (i.e., a supplier/distributor that produces goods from 
raw materials or substantially alters the goods before resale). 

f. The County or Prime may count sixty percent (60%) of its 
expenditure to SBE suppliers/distributors that are not 
manufacturers. 

g. The County or Prime may count toward its SBE goal second and 
third tiered SBE subcontractors; provided that the Prime submits 
a completed Schedule 2 form for each SBE subcontractor. 

h. The County or Prime may only count toward its SBE goal the 
goods and services in which the SBE is certified. 

Item 7 - Responsibilities After Contract Award 

Schedule 3 - SBE-M/WBE Activity Form 
This form shall be submitted by the prime contractor with each 
payment application when SBE and/or M/WBE subcontractors are 
utilized in the performance of the contract. This form shall contain the 
names of all SBE and M/WBE subcontractors, specify the 
subcontracted dollar amount for each subcontractor and show amount 
drawn and payments to date issued to subcontractors. This form is 
intended to be utilized on all non-professional services contracts. 

Schedule 4 - SBE-M/WBE Payment Certification 
A schedule 4 for each SBE and/or M/WBE sub shall be completed and 
signed by the proposed SBE and/or M/WBE after receipt of payment 
from the prime. When applicable, the prime shall submit this form with 
each application submitted to the county for payment to document 
payment issued to a sub in the performance of the contract. 

All bidders hereby assure that they will meet the SBE participation 
percentages submitted in their respective bids with the subcontractors 
contained on Schedules 1 and 2 and at the dollar values specified. 
Bidders agree to provide any additional information requested by the 
County to substantiate participation. 

The successful bidder shall submit an SBE-M/WBE Activity Form 
(Schedule 3) and SBE-M/WBE Payment Certification Forms (Schedule 
4) with each payment application. Failure to provide these forms may 
result in a delay in processing payment or disapproval of the invoice 
until they are submitted. The SBE-M/WBE Activity Form is to be filled 
out by the Prime Contractor and the SBE-M/WBE Payment 
Certification Forms are to be executed by the SBE or M/WBE firm to 
verify receipt of payment. 

Item 8 - SBE Substitutions 
After contract award, the successful bidder will only be permitted to 
replace a certified SBE subcontractor who is unwilling or unable to 
perform. Such substitution must be done with other certified SBE's in 
order to maintain the SBE percentages submitted with the bid. 
Requests for substitutions must be submitted to the user Department 
and OSBA. 

d. LOCAL PREFERENCE ORDINANCE: In accordance with the Palm 
Beach County Local Preference Ordinance, a preference will be given 
to (1) bidders having a permanent place of business in Palm Beach 
County; (2) bidders having a permanent place of business in the 
Glades that are able to provide the goods or services within the 
Glades 
a. Glades Local Preference: Pursuant to the Palm Beach County 

Local Preference Ordinance, a 5% Glades Local Preference is 



e. 

f. 

g. 

given when a Glades Business offers to provide the goods or 
services that will be procured for use in the Glades. If the lowest 
responsive, responsible bidder is a local, non-local, or regional 
business, all bids received from responsive, responsible Glades 
businesses will be decreased by 5%. The original bid amount is 
not changed; the 5% decrease is calculated only for the purposes 
of determining local preference. 

b. Local Preference: Pursuant to the Palm Beach County Local 
Preference Ordinance, a 5% Local Preference is given to bidders 
having a permanent place of business in Palm Beach County. If 
the lowest responsive, responsible bidder is a non-local or 
regional business, all bids received from responsive, responsible 
local businesses will be decreased by 5%. The original bid 
amount is not changed; the 5% decrease is calculated only for 
the purposes of determining local preference. 

c. To receive either a Glades Local Preference or a Local 
Preference, a bidder must have a permanent place of business in 
existence prior to the County's issuance of this Notice of 
Solicitation/Invitation for Bid. A permanent place of business 
means that the bidder's headquarters is located in Palm Beach 
County or in the Glades, as applicable; or, the bidder has a 
permanent office or other site in Palm Beach County or in the 
Glades, as applicable, where the bidder will produce a substantial 
portion of the goods or services to be purchased. A valid 
Business Tax Receipt issued by the Palm Beach County Tax 
Collector is required, unless the bidder is exempt from the 
business tax receipt requirement by law, and will be used to verify 
that the bidder had a permanent place of business prior to the 
issuance of this Notice of Solicitation/Invitation for Bid. Please 
note that in order to receive a local preference, the bidders name 
and Palm Beach County address listed on the business tax 
receipt must be the same bidders name and Palm Beach County 
address that is included in the bid submitted by the bidder to the 
County and that the attached "Certification of Business Location" 
and Business Tax Receipt must accompany the bid at the time of 
bid submission. Failure to submit this information will cause the 
bidder to not receive a local preference. Palm Beach County may 
require a bidder to provide additional information for clarification 
purposes at any time prior to the award of the contract." 

DRUG FREE WORKPLACE CERTIFICATION: In compliance with 
Florida Statute (Section 287.087} attached form "Drug-Free Workplace 
Certification" should be fully executed and submitted with bid response 
in order to be considered for a preference whenever two (2) or more 
bids which are equal with respect to price, quality, and service are 
received by Palm Beach County. 

CONDITIONED OFFERS: Bidders are cautioned that any condition, 
qualification, provision, or comment in their bid, or in other 
correspondence transmitted with their bid, which in any way modifies, 
takes exception to, or is inconsistent with the specifications, 
requirements, or any of the terms, conditions, or provisions of this 
solicitation, is sufficient cause for the rejection of their bid as non­
responsive. 

PRICING: 

(1) Prices offered must be the price for new merchandise and 
free from defect. Unless specifically requested in the bid 
specifications, any bids containing modifying or escalation 
clauses shall be rejected. 

(2) The price offered must be in accordance with the unit of 
measure provided on the bid response page(s}. One (1) 
space or line requires only one (1) single, fixed unit price. 
Anything other than a single, fixed unit price shall result in 
the rejection of your bid. 

(3) All unit prices bid should be within two (2) decimal points. If 
bidder's pricing exceeds two (2) decimal points, Purchasing 
reserves the right to round up or down accordingly. 

(4) Bidder warrants by virtue of bidding that prices shall remain 
firm for a period of ninety (90) days from the date of bid 
opening to allow for evaluation and award. 

(5) Bidder warrants by virtue of bidding that prices shall remain 
firm for the initial and any subsequent term unless modified 
by a special condition. 

(6) In the event of mathematical error(s}, the unit price shall 
prevail and the bidder's total offer shall be corrected 
accordingly. BIDS HAVING ERASURES OR 

h. 

i. 

j. 

k. 

I. 
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CORRECTIONS MUST BE INITIALED IN INK BY THE 
BIDDER PRIOR TO BID OPENING. IF THE CORRECTION 
IS NOT PROPERLY INITIALED, OR IF THE INTENT OR 
LEGIBILITY OF THE CORRECTION IS NOT CLEAR, THE 
BID SHALL BE REJECTED. 

(7) Bidders may offer a cash discount for prompt payment. 
However, such discounts shall not be considered in 
determining the lowest net cost for bid evaluation purposes 
unless otherwise specified in the special conditions. Bidders 
should reflect any discounts to be considered in the unit 
prices bid. 

SUBMITTING NO BID or NO CHARGE: Bidders not wishing to bid on 
some items sought by this solicitation should mark those items as "no 
bid." If some items are to be offered at no charge, bidders should 
mark those items as "no charge." Items left blank shall be considered 
a "no bid" for that item, and the bid shall be evaluated accordingly. 
Bidders who do not wish to submit bids on any item in this solicitation, 
should return a "Statement of No Bid" in an envelope plainly marked 
with the bid number and marked "NO BID." 

ACCEPTANCE/REJECTION OF BIDS: Palm Beach County reserves 
the right to accept or to reject any or all bids. Palm Beach County also 
reserves the right to (1) waive any non-substantive irregularities and 
technicalities; (2) reject the bid of any bidder who has previously failed 
in the proper performance of a contract of a similar nature, who has 
been suspended or debarred by another governmental entity, or who 
is not in a position to perform properly under this award; and (3) 
inspect all facilities of bidders in order to make a determination as to its 
ability to perform. 

Palm Beach County reserves the right to reject any offer or bid if the 
prices for any line items or subline items are materially unbalanced. 
An offer is materially unbalanced if it is mathematically unbalanced, 
and if there is reason to believe that the offer would not result in the 
lowest overall cost to the County, even though it is the lowest 
evaluated offer. An offer is mathematically unbalanced if it is based on 
prices which are significantly less than fair market price for some bid 
line item and significantly greater than fair market price for other bid 
line items. Fair market price shall be determined based on industry 
standards, comparable bids or offers, existing contracts, or other 
means of establishing a range of current prices for which the line items 
may be obtained in the market place. The determination of whether a 
particular offer or bid is materially unbalanced shall be made in writing 
by the Purchasing Director, citing the basis for the determination. 

NON-EXCLUSIVE: The County reserves the right to acquire some or 
all of these goods and services through a State of Florida contract 
under the provisions of Section 287.042, Florida Statutes, provided the 
State of Florida contract offers a lower price for the same goods and 
services. This reservation applies both to the initial award of this 
solicitation and to acquisition after a term contract may be awarded. 
Additionally, Palm Beach County reserves the right to award other 
contracts for goods and services falling within the scope of this 
solicitation and resultant contract when the specifications differ from 
this solicitation or resultant contract, or for goods and services 
specified in this solicitation when the scope substantially differs from 
this solicitation or resultant contract. 

OFFER EXTENDED TO OTHER GOVERNMENTAL ENTITIES: Palm 
Beach County encourages and agrees to the successful bidder 
extending the pricing, terms and conditions of this solicitation or 
resultant contract to other governmental entities at the discretion of the 
successful bidder. 

PERFORMANCE DURING EMERGENCY: By submitting a bid, 
bidder agrees and promises that, during and after a public emergency, 
disaster, hurricane, flood, or acts of God, Palm Beach County shall be 
given "first priority'' for all goods and services under this contract. 
Bidder agrees to provide all goods and services to Palm Beach County 
during and after the emergency at the terms, conditions, and prices as 
provided in this solicitation on a ''first priority" basis. Bidder shall 
furnish a 24-hour phone number to the County in the event of such an 
emergency. Failure to provide the stated priority during and after an 
emergency shall constitute breach of contract and make the bidder 
subject to sanctions from doing further business with the County. 



m. SALES PROMOTIONS / PRICE REDUCTIONS: Should sales 
promotions occur during the term of the contract that lower the 
price of the procured item, the successful bidder shall extend to 
the County the lower price offered by the manufacturer on any 
such promotional item. Further, any price decreases effectuated 
during the contract period by reason of market change or 
otherwise, shall be passed on to Palm Beach County. 

n. GUA PURCHASES UNDER $100,000: Pursuant to Section 2-
54(f)(11), Palm Beach County Code, purchases under $100,000 
made for the Glades Utility Authority "GUA'' .!!lfil!. be awarded only 
to those vendors located in the Glades, as defined in the Palm 
Beach County Code. It is the County's intent to award this 
solicitation to the lowest, responsive, responsible bidder located 
in the Glades. However, if no response is received from a vendor 
located in the Glades, the good or service shall be re-solicited to 
all vendors and awarded to the lowest, responsive, responsible 
bidder. 

4. BID OPENING/AWARD OF BID 

a. OBSERVING THE PUBLISHED BID OPENING TIME: The 
published bid opening time shall be scrupulously observed. It is 
the sole responsibility of the bidder to ensure that their bid arrives in 
the Purchasing Department prior to the published bid opening lime. 
Any bid delivered after the precise time of bid opening shall not be 
considered, and shall be returned to the bidder unopened if bidder 
identification is possible without opening. Bid responses by telephone, 
electronics, or facsimile shall not be accepted. Bidders shall not be 
allowed to modify their bids after the published bid opening lime. 

b. POSTING OF AWARD RECOMMENDATION: Recommended 
awards shall be publicly posted for review, at the Purchasing 
Department and on the Purchasing Department website at 
www.pbcgov.com/purchasing prior to final approval, and shall remain 
posted for a period of five (5) business days. Bidders desiring a copy 
of the bid posting summary may request same by enclosing a self­
addressed, stamped envelope with their bid. (NOTE: As a service to 
bidders, the County provides an unofficial list of award postings on our 
web site.) The official posting in the Purchasing Department shall 
prevail if a discrepancy exists between the referenced listings. 

c. PROTEST PROCEDURE: Protest procedures are provided in the 
Palm Beach County Purchasing Code. Protests must be submitted in 
writing, addressed to the Director of Purchasing, via hand delivery, 
mail or fax to 561/242-6705. Protest must identify the solicitation, 
specify the basis for the protest, and be received by the Purchasing 
Department within five (5) business days of the posting date of the 
recommended award. The protest is considered filed when it is 
received by the Purchasing Department. Failure to file protest as 
outlined in the Palm Beach County Purchasing Code shall conslilute a 
waiver of proceedings under the referenced County Code. 

5. CONTRACT ADMINISTRATION 

a. DELIVERY AND ACCEPTANCE: Deliveries of all items shall be 
made as soon as possible. Deliveries resulting from this bid are to be 
made during the normal working hours of the County. Time is of the 
essence and delivery dates must be met. Should the successful 
bidder fail to deliver on or before the stated dates, the County reserves 
the right to CANCEL the order or contract and make the purchase 
elsewhere. The successful bidder shall be responsible for making any 
and all claims against carriers for missing or damaged items. 

Delivered items shall not be considered "accepted" until an authorized 
agent for Palm Beach County has, by inspection or test of such items, 
determined that they appear to fully comply with specifications. The 
Board of County Commissioners may return, at the expense of the 
successful bidder and for full credit, any item(s) received which fail to 
meet the County's specifications or performance standards. 

b. FEDERAL AND STATE TAX: Palm Beach County is exempt from 
Federal and State taxes. The authorized agent for Purchasing shall 
provide an exemption certificate to the successful bidder, upon 
request. Successful bidders are not exempted from paying sales tax 
to their suppliers for materials to fulfill contractual obligations with the 
County, nor are successful bidders authorized to use the County's Tax 
Exemption Number in securing such materials. 
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c. PAYMENT: Payment shall be made by the County after 
commodities/services have been received, accepted and properly 
invoiced as indicated in the contract and/or order. Invoices must bear 
the order number. The Florida Prompt Payment Act is applicable to 
this solicitation. 

d. CHANGES: The Director of Purchasing, Palm Beach County, by 
written notification to the successful bidder may make minor changes 
to the contract terms. Minor changes are defined as modifications 
which do not significantly alter the scope, nature, or price of the 
specified goods or services. Typical minor changes include, but are 
not limited to, place of delivery, method of shipment, minor revisions to 
customized work specifications, and administration of the contract. 
The successful bidder shall not amend any provision of the contract 
without written notification to the Director of Purchasing, and written 
acceptance from the Director of Purchasing or the Board of County 
Commissioners. 

e. DEFAULT: The County may, by written notice of default to the 
successful bidder, terminate the contract in whole or in part if the 
successful bidder fails to satisfactorily perform any provisions of this 
solicitation or resultant contract, or fails to make progress so as to 
endanger performance under the terms and conditions of this 
solicitation or resultant contract, or provides repeated non­
performance, or does not remedy such failure within a period of 10 
days (or such period as the Director of Purchasing may authorize in 
writing) after receipt of notice from the Director of Purchasing 
specifying such failure. In the event the County terminates this 
contract in whole or in part because of default of the successful bidder, 
the County may procure goods and/or services similar to those 
terminated, and the successful bidder shall be liable for any excess 
costs incurred due to this action. 

If it is determined that the successful bidder was not in default or that 
the default was excusable (e.g., failure due to causes beyond the 
control of, or without the fault or negligence of, the successful bidder), 
the rights and obligations of the parties shall be those provided in 
Section 5f, "Termination for Convenience." 

f. TERMINATION FOR CONVENIENCE: The Director of Purchasing 
may, whenever the interests of the County so require, terminate the 
contract, in whole or in part, for the convenience of the County. The 
Director of Purchasing shall give five (5) days prior written notice of 
termination to the successful bidder, specifying the portions of the 
contract to be terminated and when the termination is to become 
effective. If only portions of the contract are terminated, the successful 
bidder has the right to withdraw, without adverse action, from the 
entire contract. 
Unless directed differently in the notice of termination, the successful 
bidder shall incur no further obligations in connection with the 
terminated work, and shall stop work to the extent specified and on the 
date given in the notice of termination. Additionally, unless directed 
differently, the successful bidder shall terminate outstanding orders 
and/or subcontracts related to the terminated work. 

g. ACCESS AND AUDITS: The bidder shall maintain adequate records 
related to all charges, expenses, and costs incurred in estimating and 
performing the work for at least three (3) years after completion or 
termination of this Contract. The COUNTY shall have access to such 
books, records, and documents as required in this section for the 
purpose of inspection or audit during normal business hours, at the 
bidder's place of business. 

6. PALM BEACH COUNTY OFFICE OF THE INSPECTOR GENERAL 
AUDIT REQUIREMENTS: 

Pursuant to Ordinance No. 2009-049, as amended, Palm Beach 
County's Office of Inspector General is authorized to review past, 
present and proposed County contracts, transactions, accounts, and 
records. The Inspector General's authority includes, but is not limited 
to, the power to audit, investigate, monitor, and inspect the activities of 
enlilies contracting with the County, or anyone acting on their behalf, 
in order to ensure compliance with contract requirements and to detect 
corruption and fraud. 

THIS IS THE END OF "GENERAL CONDITIONS." 



SPECIAL CONDITIONS 

7. GENERAUSPECIAL CONDITION PRECEDENCE 
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In the event of conflict between General Conditions and Special Conditions, the provisions of the Special Conditions shall 
have precedence. 

8. QUALIFICATION OF BIDDERS 

This bid shall be awarded only to a responsive and responsible bidder, qualified to provide the goods and/or service specified. 
The bidder shall, upon request, promptly furnish the County sufficient evidence in order to confirm a satisfactory performance 
record. Such information may include an adequate financial statement of resources, the ability to comply with required or 
proposed delivery or performance schedule, a satisfactory record of integrity and business ethics, the necessary organization, 
experience, accounting and operation controls, and technical skills, and be otherwise qualified and eligible to receive an 
award under applicable laws and regulations. 

The bidder should submit the following information with their bid response; however, if not included, it shall be the 
responsibility of the bidder to submit all evidence, as solicited, within a time frame specified by the County (normally within 
two working days of request). Failure of a bidder to provide the required information within the specified time frame is 
considered sufficient cause for rejection of their bid. Information submitted with a previous bid shall not satisfy this 
provision. 

A. List a minimum of three (3) references in which bidder has successfully provided office supplies each having an 
annual minimal gross dollar amount of $25,000.00 and having multiple delivery locations and billing locations. Bidder 
shall included for each reference the scope of work, contact names, addresses, e-mail addresses, telephone 
numbers and dates of service on the attached reference sheet included herein. A contact person shall be someone 
who has personal knowledge of the bidder's performance for the specific requirement listed. Contact person must 
have been informed that they are being used as a reference and that the County may be calling them. DO NOT list 
persons who are unable to answer specific questions regarding the requirement. 

B. Provide written evidence that the company meets the following requirements: 

1. The company has been engaged in the office supply business for a minimum of three (3) years within the 
past five (5) years. 

9. CRIMINAL HISTORY RECORDS CHECK 

This solicitation includes sites and/or buildings which have been designated as "critical facilities" pursuant to Ordinance 2003-
030 and Resolution R-2003-1274, as may be amended. Therefore, prior to the award of any contract, the recommended 
awardee(s) must comply with all the requirements of this solicitation, i.e. Criminal History Records Check Ordinance. County 
staff representing the user Department will contact the recommended awardee(s) and provide additional instructions for 
meeting the requirements of this Ordinance. A contract shall not be awarded unless the recommended awardee meets the 
requirements established by the Electronic Services and Security Division of the Facilities Development and Operations 
Department. 

10. AWARD (ITEM-BY-ITEM) 

Palm Beach County shall award this bid on an item-by-item basis to the responsive, responsible bidder offering the highest 
single fixed percentage discount off the Office Information Source website (www.iteminfo.com). If it is determined that Item 
#2 does not provide the County with an award, the County reserves the right to award Item #2 to the bidder receiving 
the award for Item #1 at the same discount offered. Each item has been identified geographically as follows. 

Item #1 - COUNTYWIDE: 

Item #2 - GLADES AREA: 

All Palm Beach County delivery locations excluding areas west of 20 mile bend 

All Palm Beach County delivery locations west of 20 mile bend 
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11. INVOICES 

When invoicing the County for goods purchased under this solicitation, the successful bidder must provide complete, accurate 
invoices which must include for every item purchased a unique catalog number, a definitive description, the catalog/list price, 
and the invoiced price. If the applicable catalog does not provide unique numbers, the description of the item must be 
sufficiently accurate to specifically identify the goods provided to the County. Example: Invoice shall include: 

Item# 
1. 

12. AUDIT 

Description 
Son s eaker 

Part# 
#123 

List Price 
$50.00 

Discount 
50% 

Discount Price 
$25.00 

Q!Y 
3 

Total 
$75.00 

All items sold to Palm Beach County as a result of this bid award are subject to post sale audit adjustment. In the event an 
audit indicates the successful bidder has not honored quoted price lists and discounts, the successful bidder shall be liable for 
any and all overage charges, and may be considered in default of this contract. 

13. METHOD OF ORDERING (TERM CONTRACT) 

A contract shall be issued for a term of twenty-four (24} months or until the estimated amount is expended, at the discretion of 
the County. The County will order on an "as needed" basis. 

14. F.O.B. POINT 

The F.O.B. point shall be destination. Exact delivery point will be indicated on the term contract delivery order (DO). Bid 
responses showing other than F.O.8. destination shall be rejected. Bidder retains title and assumes all transportation 
charges, responsibility, liability and risk in transit, and shall be responsible for the filing of claims for loss or damages. 

15. DELIVERY 

Delivery shall be required within two (2) business days from the time of order. On-time delivery must be maintained at 95% or 
greater. On-time delivery shall be defined as delivery of an order within two (2) business days from the placement of the 
order. Late orders are deliveries greater than two (2) business days, unless pre-approved by the ordering department. 

16. ORDER ACCURACY 

A Order Accuracy rate shall be maintained at 95% or greater. Order Accuracy rate is defined as "the number of items 
delivered as ordered divided by the total number of items ordered". 

B. A report of Order Accuracy rate shall be provided by the successful bidder a~ requested. 

17. ORDER COMPLETENESS 

A. Order Fill rate shall be maintained at 95% or greater. Order Fill rate is defined as "the number of items on an order 
filled completely as ordered divided by to the total number of lines on an order." 

B. A report of Order Fill rate shall be provided by the successful bidder when requested by the ordering department. 
C. Backorders shall be filled within five (5) days of original order, unless pre-approved by the ordering department. 

D. Shipment shortages or over-shipments should be reported by the ordering department to the successful bidder's 
customer service immediately upon recognition. 

E. Over-shipments shall not to be accepted by the County. 

18. SUBSTITUTIONS 

A. Substitutions shall be offered only in the event that an item is not available or has been discontinued by the 
manufacturer. Written documentation from the manufacturer must be provided. 

B. Substitutions cannot occur without prior permission of the ordering department. 

C. If a higher priced item is used to fill an order, the County shall be billed at the price of the item that was out of stock, 
not the higher priced item. 
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19. RETURN POLICY 

Successful bidder shall provide full credit to the County for all returns that meet the following conditions: 

A. All merchandise is in original packaging and in re-sellable condition. 

B. Merchandise is returned within thirty (30) days of delivery. 

20. RESTOCKING POLICY 

A. Successful bidder shall not impose a restocking fee on the County if an item is returned due to damage, incorrect 
product shipped, or successful bidder customer service order entry error. 

B. Successful bidder shall not impose a restocking fee on the County for inventory that is returned within twenty-four 
(24) hours of delivery. 

C. Successful bidder shall not impose a restocking fee on the County for inventory that is returned, but exchanged for 
other inventory. 

D. Re-stocking fees for all other reasons can be no greater than 10% of the value of the items needing re-stocking. 

21. AS SPECIFIED 

A term contract delivery order (DO) will be issued to the successful bidder with the understanding that all items delivered must 
meet the specifications herein. Palm Beach County will return, at the expense of the successful bidder, items not delivered 
as specified. 

22. ESTIMATED EXPENDITURES 

The anticipated term of the contract to be awarded as a result of this bid is for twenty-four (24) months. The anticipated value 
during the contract term is $1,810,000.00. Palm Beach County reserves the right to increase or decrease the anticipated 
value as necessary to meet actual requirements, and to rebid for the contracted goods and services at any time after the 
anticipated value of this contract has been reached, notwithstanding that the anticipated term has not been completed. 

23. RENEWAL OPTION 

The successful bidder shall be awarded a contract for twenty-four (24) months with the option to renew for three (3) additional 
twelve (12) month periods. The option for renewal shall only be exercised upon mutual written agreement and with all original 
terms, conditions and unit prices adhered to with no deviations. Any renewal shall be subject to the appropriation of funds by 
the Board of County Commissioners. 

24. PACKAGING/ SHIPPING LABELS 

Shipping labels shall be attached to each carton and shall contain the following information: Purchase Order number, 
quantity contained in each package, and total number of items being delivered. Additionally, goods that cannot be individually 
marked with a part number or other distinguishing feature (i.e., plastic/poly liners, paper, etc.), must be shipped to the County 
in original manufacturers' cartons, which are marked with sufficient information, e.g., quantity, weight, size, thickness, 
composition, etc., to clearly identify the contents. Packages labeled with an original manufactures product number, which 
clearly defines the products characteristic, are acceptable. 

25. INSURANCE REQUIRED 

It shall be the responsibility of the successful bidder to provide evidence of the following minimum amounts of insurance 
coverage to Palm Beach County, c/o Purchasing Department, Attention Buyer, 50 South Military Trail, Suite 110, West Palm 
Beach, Florida 33415. During the term of the Contract and prior to each subsequent renewal thereof, the successful bidder 
shall provide this evidence to the County prior to the expiration date of each and every insurance required herein. 

Commercial General Liability Insurance. Successful bidder shall maintain Commercial General Liability Insurance, or similar 
form, at a limit of liability not less than $500,000 Each Occurrence for Bodily Injury, Personal Injury and Property Damage 
Liability. Coverage shall include Premises and/or Operations, Independent Contractors, Products and/or Completed 
Operations, Personal Injury/Advertising Liability, Contractual Liability and Broad Form Property Damage coverages. 
Coverage for the hazards of explosion, collapse and underground property damage (X-C-U) must also be included when 
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applicable to the work to be performed. This coverage shall be endorsed to include Palm Beach County as an 
Additional Insured. 

Business Auto Liability Insurance. Successful bidder shall maintain Business Auto Liability Insurance at a limit of liability not 
less than $500,000 Combined Single Limit Each Accident for all owned, non-owned, and hired automobiles. (In this context, 
the term "Autos" is interpreted to mean any land motor vehicle, trailer or semi trailer designed for travel on public roads.) In 
the event successful bidder neither owns nor leases automobiles, the Business Auto Liability requirement shall be amended 
allowing successful bidder to maintain only Hired & Non-Owned auto Liability. If vehicles are acquired throughout the term of 
the contract, bidder agrees to purchase "Owned Auto" coverage as of the date of acquisition. This amended requirement 
may be satisfied by way of endorsement to the Commercial General Liability, or separate Business Auto coverage form. 

Workers' Compensation and Employer's Liability Insurance. Successful bidder shall maintain Workers' Compensation & 
Employer's Liability Insurance in accordance with Florida Statute Chapter 440. 

The Certificate of Insurance providing evidence of the purchase of this coverage shall clearly indicate whether coverage is 
provided on an "occurrence" or "claims-made" form. If coverage is provided on a "claims-made" form the Certificate of 
Insurance must also clearly indicate the "retroactive date" of coverage. 

A signed Certificate or Certificates of Insurance, evidencing that required insurance coverages have been procured by the 
successful bidder in the types and amounts required hereunder shall be transmitted to the County via the Insurance 
Company/Agent within a time frame specified by the County (normally within 2 working days of request). Failure to provide 
required insurance shall render your bid non responsive. 

Except as to Business Auto, Workers' Compensation and Employer's Liability (and Professional liability, when applicable), 
said Certificate(s) shall clearly confirm that coverage required by the contract has been endorsed to include Palm Beach 
County as an Additional Insured. 

Further, said Certificate(s) shall endeavor to provide ten (10) days written notice to County prior to any adverse change, 
cancellation or non-renewal of coverage there under. 

It is the responsibility of the successful bidder to ensure that all required insurance coverages are maintained in force 
throughout the term of the contract. Failure to maintain the required insurance shall be considered default of contract. 
Successful bidder shall agree to provide the County with at least ten (10) days prior notice of any cancellation, non-renewal or 
material change to the insurance coverages. All insurance must be acceptable to and approved by County as to form, types 
of coverage and acceptability of the insurers providing coverage. 

Bidder shall agree that all insurance coverage required herein shall be provided by Bidder to County on a primary basis. 



SPECIFICATIONS 
BID #11-058/CC 

OFFICE SUPPLIES, PURCHASE OF, TERM CONTRACT 

PURPOSE AND INTENT 
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The sole purpose and intent of this Invitation for Bid is to secure a single fixed percentage discount off 
the Office Information Source website (www.iteminfo.com) and establish a term contract for the 
purchase and delivery of Office Supplies on an as needed basis for various Palm Beach County 
departments. 

EXCLUDED ITEMS 

Please take note of the following items that are excluded from this contract: 

A Information technology products. Excluded items include, but are not limited to the following: 
1. Copiers/Printers and copier/printer supplies, including paper and envelopes 
2. All new/refurbished ink/toner cartridges 
3. Transcription and dictation equipment 
4. Computers (including laptops), monitors, computer supplies, media, etc. 
5. Keyboards and terminals 
7. Microfilm and microfiche machines 
8. Facsimile equipment 
9. Television equipment 

10. Audio/video equipment 
B. Furniture, including file cabinets (vertical and lateral), office chairs, metal and wood office 

furniture, and utility carts 
C. Flags 
D. Lab equipment and supplies 
E. Disposable paper and plastic products (napkins, towels, toilet tissue, plates, cups, utensils, etc.) 
F. Batteries 
G. Cameras, Film 
H. Janitorial supplies and equipment 
I. First Aid kits 
J. Picture frames 
K. Breakroom supplies (coffee makers, microwaves, refrigerators, food items, etc) 
L. Shredders 
M. Electronic equipment 

Examples of Product Categories contained in the scope of this solicitation are included, but not limited 
to, the items listed below. 

Consumables 
,Product Sub~Cate ories 

• Adhesives, Glues, Gluesticks, Adhesive Removers 
• Appointment Books, Phone Message Books, Statement Books, Fax Message Books, While You Were 

Out Books, Forms, Dictionaries, Thesaurus, Diaries, Tickets, Reference Sets 
• Archive Boxes, Cardboard Boxes, Storage Containers 
• Badge Holders, Lanyards 
• Binder Clips, Paper Clips, Panel Clips, Pushpins, Thumbtacks, Safety Pins, Rubber bands, Scissors, 

Shears, Cutters, Trimmers, Hole Punches (non-electric) 
• Bulletin Boards, Cork Boards, Easels, Easel Pads, Poster Boards 
• Calculator Ink, Calculator S ools, Addin Machine Ta e, Cash Re ister Ta e 
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ProductC11te2:orv Ptoduct .. Sub~Catee:ories 
• Calendars, Desk pads, Refills, Planners 

• Chair mats 

• Correction Fluid, Correction Tape, Correction Pens 

• Erasers, Dry-Erase Erasers, Chalk, Crayons 

• Ink Pads, Refills, Stamps 
• Labels, Label Holders 

• Fingertips, Letter Openers, Moistener 

• Markers, Highlighters 

• Notebooks, Notepads, Pads of Paper, Post it Notes, Office Organizers, Inboxes, Copyholders, Pen and 
Pencil Holders, Wastebaskets, Drawers, Desktop Shelves, Shredder bags, Extension Cords 

• Pencils, Pencil Erasers, Lead Refills, Pencil Sharpeners, Pens, Pen Refills 
• Protractors, Rulers, Yardsticks, Compasses, Engineer Triangles 
• Index Cards, Business Cards, Card Holders, Tags, Sheet Protectors, Letters, Numbers, Fasteners, 

Fastener Bases, Clipboards, Flag Tape 
• Staplers, Staples, Staple Removers 

• Tane, Tape Dispensers 
Folders, Binders & • Binders, Combs, Rings, Spines 
Accessories • Files, File Folders, Pocket Files, Portfolios, Jackets, Inserts, Folder Frames, Dividers, Wallet Files, 

File Guides, Report Covers, 

• File Indexes, Tabs, Ledgers, Tab Reinforcement 

GENERAL 

1. NO minimum order amounts shall be imposed. 
2. NO handling charges shall be imposed. 
3. NO substitutions of requested items shall be made without prior authorization from the ordering 

department. 
4. There shall be no additional charge for labor, delivery, insurance and any other necessary 

expense to fulfill the conditions of this contract. 

SUCCESSFUL BIDDER'S RESPONSIBILITIES 

The following services shall be established to support the orders to be received under this bid: 

1. The successful bidder(s) shall assign a sales person, who, at the request of the County, shall visit 
its designated ordering departments on a schedule mutually agreed to. 

2. A person or persons shall be designated to receive orders and be responsible for customer 
service for all accounts serviced. 

3. The successful bidder shall establish a telephone number in the local calling area, or a toll-free 
number, as shall allow free calls for customer service. A FAX number shall also be available to 
permit the faxing of purchase orders to successful bidder. 

4. The successful bidder shall respond to inquiries regarding product information, pricing, and 
availability of items ordered within twenty-four (24) hours. 

5. The successful bidder shall establish and maintain separate ship to addresses for all County 
Departments. 



6. 
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Delivery Requirements 

A. The items have been geographically designated. It is the responsibility of the successful 
bidder(s) to ensure that the delivery locations listed on the purchase orders they receive 
are located within their awarded area. If a vendor receives a purchase order with a delivery 
location not located within their awarded area, they are to notify the ordering department 
immediately and request the purchase order be canceled and reissued to the correct 
vendor. Vendors are not to make deliveries to locations in areas that have not been 
awarded to them. 

B. All packages shall be clearly marked witt, the correct "Ship To" name and address and 
Purchase Order Number. 

C. All orders require inside delivery. NO TAILGATE DELIVERY WILL BE ACCEPTED. 
Delivery to various departments located in one building shall be made to each individual 
office within the building. 

D. All deliveries shall be signed for by an authorized County representative. Drop-offs are not 
acceptable. 

7. Upon the request of the County, the successful bidder shall provide quarterly usage reports for all 
items purchased. The reports are to include each County department's orders and shall contain 
all items purchased and invoice amounts for the quarter and year-to-date. They must provide the 
product description, stock numbers, and selling unit for each item. 

8. Successful bidder must not deliver any goods until provided a valid County purchase order by the 
ordering department. The County shall not be responsible for goods provided without a purchase 
order. 

BASIS FOR AWARD 

The Office Information Source website http://www.iteminfo.com, which is now in general use by multiple 
retail office supply dealers, shall be the basis for award of this solicitation. ONLY products carried on 
this website shall be offered to Palm Beach County Departments. Bidders shall offer a single fixed 
percentage discount from the current retail list price provided by http://www.iteminfo.com. The County 
shall evaluate bids and base its award recommendation (see Term #10) on this website. Bidders who 
do not offer a single fixed percentage discount from the Office Information Source website shall 
be rejected as non-responsive to this solicitation. 

The successful bidder is in no way limited with regard to their contractual relationships with any/all 
suppliers to meet the requirements of this contract. However, the prices provided to the County 
throughout the term of the contract shall be the prices listed on the then current Office Information 
Source website less the single fixed percentage discount provided on the Bid Response page. This 
single fixed percentage discount shall remain firm throughout the contract term and any renewal 
option(s). 



BID RESPONSE 
BID #11-058/CC 

OFFICE SUPPLES, PURCHASE OF, TERM CONTRACT 

GENERAL OFFICE SUPPLIES less excluded items (see pages 11-12) 

ITEM NO. SINGLE FIXED PERCENTAGE DISCOUNT FROM 
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OFFICE INFORMATION SOURCE WEBSITE (www.iteminfo.com) 

1. COUNTYWIDE % 

2. GLADES AREA % 

Is Qualification of Bidders information included, per Term and Condition #J!.? YES __ <INITIAL 

Does bidder understand that, if Item #2 is not awarded, it may be awarded to the successful bidder for 
Item #1 at the same discount offered, per Term and Condition #.1.Q_? YES __ <INITIAL 

* PLEASE AFFIX SIGNATURE WHERE INDICATED 
(FAILURE TO DO SO SHALL RESULT IN THE REJECTION OF YOUR BID) 

By signature on this document, bidder acknowledges and agrees that its offer includes and accepts all terms, conditions, 
and specifications of the County's bid solicitation as originally published, without exception, change or alteration of any 
kind, except as may have been published by the County in official amendments prior to this date of submittal. 

FIRM NAME: (Enter the entire legal name of the bidding entity) DATE: 

PRINT NAME: 

* SIGNATURE: 
PRINT TITLE: 

ADDRESS: 

CITY/ STATE: ZIP CODE: 

TELEPHONE # ( ) E-MAIL: 

TOLL FREE # ( ) FAX#: ( ) 

APPLICABLE 
LICENSE(S) 
NUMBER # TYPE: 

FEDERAL ID# 



QUALIFICATIONS OF BIDDERS 
REFERENCES FOR SOLICITATION #11-058/CC 

List references in accordance with qualifications of bidder, when applicable. 

CUSTOMER NAME:--------------------------------tPLEAsE PRINT OR TYPE) 

ADDRESS: 
(PLEASE PRINT OR TYPE) 

PHONE NUMBER:._.____. ___ _ FAX NUMBER:_._~~--- E-MAIL: ___________ _ 

CONTACT NAME:--------------======,,....-----------------­<i>LEAse PRNT OR TYPE) 

SCOPE OF WORK:. __________ _,.,,,.===-=-=------------------
tPLEAsE PRINT OR TYPE) 

START DATE: ______ _ END DATE: ______ _ 

CUSTOMER NAME:----------=====:-----------------­<PLEASE PRINT OR TYPE) 

ADDRESS: 
(PLEASE PRINT OR TYPE) 

PHONE NUMBER:~---- FAX NUMBER:__,____._ __ _ E-MAIL: ___________ _ 
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CONTACT NAME:-----------====,,...-----------------­<PLEASE PRINT OR TYPE) 

SCOPE OF WORK: __________ --=-=====------------------<PLEAsE PRINT OR TYPE) 

START DATE: ______ _ END DATE: ______ _ 

CUSTOMER NAME: __________ ====------------------
<PLEASE PRINT OR TYPE) 

ADDRESS: 
(PLEASE PRINT OR TYPE) 

PHONE NUMBER:~---- FAX NUMBER:~__._ __ _ E-MAIL:. ___________ _ 

CONTACT NAME:-----------=-=====------------------(PLEASE PRINT OR TYPE) 

SCOPE OF WORK:-----------====------------------­<PLEAsE PRINT OR TYPE) 

START DATE: _______ _ END DATE: ______ _ 



QUALIFICATIONS OF BIDDERS 
REFERENCES FOR SOLICITATION #11-058/CC 

List references in accordance with qualifications of bidder, when applicable. 

CUSTOMER NAME:----------======-----------------­(PLEAsE PRINT OR TYPE) 

ADDRESS: 
(PLEASE PRINT OR TYPE) 

PHONE NUMBER: ____ _ FAX NUMBER: ......... ___._ __ _ E-MAIL: __________ _ 

CONTACT NAME:------------=====::------------------­(PLEASE PRINT OR TYPE) 

SCOPE OF WORK:. __________ -=-===-==-=------------------
<PLEAsE PRINT OR TYPE) 

START DATE: ______ _ END DATE: ______ _ 

CUSTOMER NAME: _______________________________ _ 
(PLEASE PRINT OR TYPE) 

ADDRESS: 
(PLEASE PRINT OR TYPE) 

PHONE NUMBER: ____ _ FAX NUMBER:_._____._ __ _ E-MAIL: ___________ _ 
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CONTACT NAME:-----------===-==------------------­<PLEASE PRINT OR TYPE) 

SCOPE OF WORK: __________ __..,.,===-=------------------
<PLEAsE PRINT OR TYPE) 

START DATE: ______ _ END DATE: ______ _ 

CUSTOMER NAME: __________ ====------------------
<PLEAsE PRINT OR TYPE) 

ADDRESS: 
(PLEASE PRINT OR TYPE) 

PHONE NUMBER: ____ _ FAX NUMBER:_.___,_ __ _ E-MAIL: ___________ _ 

CONTACT NAME:-----------===-==------------------­<PLEASE PRINT OR TYPE) 

SCOPE OF WORK:-----------==-=-----------------­<PLEASE PRINT OR TYPE) 

START DATE: _______ _ END DATE: ______ _ 



STATEMENT OF NO BID 
BID #11-058/CC 
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If you are not bidding on this service/commodity, please complete and return this form to: Palm Beach County Purchasing 
Department, 50 South Military Trail, Suite 110, West Palm Beach, FL 33415-3199. 

COMPANY NAME: 

ADDRESS: 

TELEPHONE: 

SIGNATURE: 

DATE: 

WE, the undersigned have declined to bid due to the following reason(s): 

Specifications too "tight", i.e., geared toward brand or manufacturer 
only (explain below) 

Insufficient time to respond to the Invitation for Bid 

We do not offer this product or an equivalent 

Our product schedule would not permit us to perform 

Unable to meet specifications 

Unable to meet bond requirements 

Specifications unclear (explain below) 

Other (specify below) 

REMARKS: ________________________________ _ 



CERTIFICATION OF BUSINESS LOCATION 
BID #:11-058/CC 
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In accordance with the Palm Beach County Local Preference Ordinance, as amended, a preference will 
be given to: (1) those bidders/proposers having a permanent place of business in Palm Beach County ("County"); 
(2) those bidders/proposers having a permanent place of business in the Glades that are able to provide the 
goods, services or construction to be utilized or built within the Glades; and (3) those bidders/proposers having a 
permanent place of business in the County (non-Glades business) who utilize Glades subcontractors for 
construction projects in the Glades. To receive a local preference, bidders/proposers must have a permanent 
place of business in the County or the Glades in existence prior to the County's issuance of any solicitation that 
exceeds the mandatory bid/proposal amount. A Business Tax Receipt issued by the Palm Beach County Tax 
Collector will be used to verify that the bidder/proposer had a permanent place of business prior to the issuance of 
the solicitation. A Business Tax Receipt is required unless the bidder/proposer is exempt from the business tax 
receipt requirement by law. The bidder/proposer must submit this Certification of Business Location 
("Certification") along with the required Business Tax Receipt at the time of bid or proposal submission. This 
Certification is the sole determinant of local preference eligibility. Errors in the completion of this Certification or 
failure to submit this completed Certification will cause the bidder/proposer to not receive a local preference. 
Please note that the bidder/proposer name and Palm Beach County address listed on the Business Tax Receipt 
must be the same bidder/proposer name and Palm Beach County address that is included in the bid/proposal 
submitted by the bidder/proposer to the County. 

I. Bidder/Proposer is a: 
Local Business: A local business has a permanent place of business in 

Palm Beach County. 
(Please indicate): 

Headquarters located in Palm Beach County 
Permanent office or other site located in Palm Beach County 
from which a vendor will produce a substantial portion of the 
goods or services. 

Glades Business: A Glades business has a permanent place of business in 
the Glades. 

(Please indicate): 
Headquarters located in the Glades 
Permanent office or other site located in the Glades from which a 
vendor will produce a substantial portion of the goods or services. 

II. The attached copy of bidder's/proposer's Palm Beach County Business Tax Receipt verifies 
bidder's/proposer's perm anent place of business. 

THIS CERTIFICATION is submitted by _______________ , as 
(Name of Individual) 

_________________ ,of _______________ _ 
(Title/Position) (Firm Name of Bidder/Proposer) 

who hereby certifies that the information stated above is true and correct and that the Palm Beach County 
Business Tax Receipt is a true and correct copy of the original. Further, it is hereby acknowledged that any 
misrepresentation by the bidder/proposer on this Certification will be considered an unethical business practice 
and be grounds for sanctions against future County business with the bidder/proposer. 

(Signature) (Date) 



DRUG-FREE WORKPLACE CERTIFICATION 
BID #11-058/CC 
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IDENTICAL TIE BIDS/PROPOSALS - In accordance with Section 287.087, F.S., a preference shall be given to 
vendors submitting with their bids/proposals the following certification that they have implemented a drug-free 
workplace program which meets the requirements of Section 287.087; provided, however, that any preference given 
pursuant to Section 287.087, shall be made in conformity with the requirements pursuant to the Palm Beach County 
Code, Chapter 2, Article Ill, Sections 2-80.21 thru 2-80.34. In the event tie bids are received from vendors who have 
not submitted with their bids/proposals a completed Drug-Free Workplace Certification form, the award will be made 
in accordance with Palm Beach County's purchasing procedures pertaining to tie bids. 

This Drug-Free Workplace Certification form must be executed and returned with the attached bid/proposal, and 
received on or before time of bid opening to be considered. The failure to execute and/or return this certification 
shall not cause any bid/proposal to be deemed non-responsive. 

Whenever two (2) or more bids/proposals which are equal with respect to price, quality, and service are received by 
Palm Beach County for the procurement of commodities or contractual services, a bid/proposal received from a 
business that certifies that it has implemented a drug-free workplace program shall be given preference in the award 
process. In order to have a drug-free workplace program, a business shall: 

(1) Publish a statement notifying employees that the unlawful manufacture, distribution, dispensing, 
possession, or use of a controlled substance is prohibited in the workplace and specifying the actions that 
will be taken against employees for violations of such prohibition. 

(2) Inform employees about the dangers of drug abuse in the workplace, the business's policy of maintaining a 
drug-free workplace, any available drug counseling, rehabilitation, and employee assistance programs, and 
the penalties that may be imposed upon employees for drug abuse violations. 

(3) Give each employee engaged in providing the commodities or contractual services that are under bid a copy 
of the statement specified in number (1 ). 

(4) In the statement specified in number (1), notify the employees that, as a condition of working on the 
commodities or contractual services that are under bid, the employee will abide by the terms of the 
statement and will notify the employer of any conviction of, or plea of guilty or nolo contendere to, any 
violation of Chapter 893, Florida Statutes, or of any controlled substance law of the United States or any 
state, for a violation occurring in the workplace no later than five (5) days after such conviction. 

(5) Impose a sanction on, or require the satisfactory participation in a drug abuse assistance or rehabilitation 
program if such is available in the employee's community, by any employee who is so convicted. 

(6) Make a good faith effort to continue to maintain a drug-free workplace through implementation Section 
287.087, Florida Statutes. 

THIS CERTIFICATION is submitted by------------------------- the 
(Individual's Name) 

(Title/Position with CompanyNendor) 

of ____________________ _ 

(Name of CompanyNendor) 

who does hereby certify that said CompanyNendor has implemented a drug-free workplace program which meets 
the requirements of Section 287.087, Florida Statutes, which are identified in numbers (1) through (6) above. 

Signature Date 



SCHEDULE 1 

LIST OF PROPOSED SBE-M/WBE PRIME AND/OR SUBCONTRACTOR PARTICIPATION 

PROJECT NAME OR BID NAME: ________________ _ PROJECT NO. OR BID NO.: _______________ _ 
NAME OF PRIME BIDDER: __________________ _ ADDRESS: ____________________ _ 
CONTACT PERSON: ____________________ _ PHONE NO.: __________ FAX NO ... : ______ _ 
BID OPENING DATE: ____________________ _ DEPARTMENT: ___________________ _ 

Please list the dollar amount or percentage of work to be completed by the prime on this project. 
Please also list the dollar amount or percentage of work to be completed by all subcontractors on the project. 

Name, Address and Phone Number 

1. 

2. 

3. 

4. 

5. 

(Please use additional sheets if necessary) 

(Check one or both Categories) 
M/WBE SBE 

Minority 
Business 

D 

D 

D 

D 

D 

Small 
Business 

D 

D 

D 

D 

D 

Total 

DOLLAR AMOUNT OR PERCENTAGE OF WORK 

Black Hispanic Women Caucasian 

Total Bid Price$ ________________ _ Total SBE - M/WBE Participation _________ _ 

Other 
(Please Specify) 
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Note: 1. 

2. 

3. 

The amount listed on this form for a subcontractor must be supported by price or percentage listed on the signed Schedule 2 or signed proposal in order 
To be counted toward goal attainment. 
Firms may be certified by Palm Beach County as an SBE and/or and M/WBE. If firms are certified as both an SBE and M/WBE, please indicate the dollar 
amount under the appropriate category. 
M/WBE information is being collected for tracking purposes only. 
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SCHEDULE2 
LETTER OF INTENT TO PERFORM AS AN SBE-M/WBE SUBCONTRACTOR 

This document must be completed by the SBE-M/WBE Subcontractor and submitted with bid packet Specify in detail, the particular 
work items to be performed and the dollar amount and/or percentage for each work item. SBE credit will only be given for items 
which the SBE-M/WBE Subcontractor are SBE certified to perform. Failure to properly complete Schedule 2 may result in your SBE 
participation not being counted. 

PROJECT NUMBER: _______ PROJECT NAME: ___________ _ 

TO: ____________________________ _ 
(Name of Prime Bidder) 

The undersigned is certified by Palm Beach County as a - (check one or more, as applicable): 

Small Business Enterprise __ Minority Business Enterprise __ 

Black __ Hispanic __ Women __ Caucasian __ Other (Please Specify) _____ _ 

Date of Palm Beach County Certification: _______________ _ 

The undersigned is prepared to perform the following described work in connection with the above project. 
Additional Sheets May Be Used As Necessary 
Line Item/ 
Lot No. Item Description Qty/Units Unit Price 

Total Price/ 
Percentage 

at the following price or percentage __________________________ _ 
(Subcontractor's quote) 

and will enter into a formal agreement for work with you conditioned upon your execution of a contract with Palm Beach County. 

If undersigned intends to sub-subcontract any portion of this subcontract to a non-certified SBE subcontractor, the amount of any 
such subcontract must be stated. 
Price or Percentage ____________ _ 

The undersigned subcontractor understands that the provision of this form to Prime Bidder does not prevent Subcontractor from 
providing quotations to other bidders. 

(Print name of SBE-M/WBE Subcontractor) 

By: ____________ _ 
(Signature) 

(Print name/title of person executing on behalf 
of SBE-M/WBE Subcontractor) 

Date: _____________ _ 



SCHEDULE 3 
SBE-MJWBE ACTIVITY FORM 

SBE-M/WBE ACTIVITY FOR MONTH ENDING _________ _ PROJECT# or Bid#: ____________ _ 

PROJECT NAME ------------------------------------------
PRIME CONTRACTOR NAME --------------------------------------
PROJECT SUPERVISOR 

;...... __________________ _ 
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Schedule 3 is used to show the monthly payment activity to each SBE-M/WBE Subcontractor on the project. It is to be submitted by the Prime with 
each monthly payment request to Palm Beach County. In the SBE-M/WBE subcontracting information section, list the name(s) of each SBE-M/WBE 
Subcontractor on the project and the total contracted amount for each SBE-M/WBE Subcontractor on the project. Next, include the dollar amount 
drawn for that month along with the total amount paid to date for each SBE-M/WBE Subcontractor to date. Finally, include the date which the SBE­
M/WBE Subcontractor began work on this project. In the SBE-M/WBE Category, please check the appropriate category that represents each SBE­
M/WBE Subcontractor. 

SBE-M/WBE SUBCONTRACTING INFORMATION SBE-M/WBE Category (check all applicable) 

Name of SBE-M/WBE SBE-M/WBE Total Amount drawn Amount Paid to Actual Starting Minority Small Other 
Subcontractor Subcontract Amount for SBE-M/WBE Date for SBE- Date Business Business 

Black Hispanic Women Caucasian 
{Please 

Subcontractor M/WBE (,f) (-./) Specify) 
Subcontractor 

I hereby certify that the above information is true to the best of my knowledge. _____ --=.,.....-,---..,..,,,,.,--,-------------------------
{Signature and Title) 

Return to: Palm Beach County 
Additional Sheets May Be Used As Necessary 

NOTE: Firms may be certified as an SBE and/or an M/WBE. If firms are certified as both an SBE and M/WBE, the dollar amount will 
not be counted twice. 



SCHEDULE4 
SBE-M/WBE PAYMENT CERTIFICATION 
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Schedule 4 is to be completed by the SBE-M/WBE subcontractor. The Prime is to submit Schedule 4 with its Monthly Pay 
Request to Palm Beach County to reflect actual payments made to the SBE-M/WBE Subcontractor. The Prime is not to 
request signature from SBE-M/WBE Subcontractor unless it has made a payment to the SBE-M/WBE Subcontractor. The 
SBE-M/WBE Subcontractor is not to complete and sign unless it has received a payment from the Prime contractor. A 
separate payment certification is required for each SBE-M/WBE Subcontractor. 

This is to certify that __________________________ received 
SBE or M/WBE Subcontractor 

(Monthly) or (Final) payment of$ _____________ on ____________ _ 

From _______________ for labor and/or materials used on PROJECT NO. ____ _ 
(Prime Contractor) 

PROJECT NAME, ____________ _ 

SBE OR M/WBE SUBCONTRACTOR: _____________________ _ 
(Company Name) 

BY:----:-:-------------
(Signature of Subcontractor) 

(Print Name & Title of Person executing on behalf 
Of Contractor) 

NOTARY 
STATE OF FLORIDA 
COUNTY OF ________ Sworn to and subscribed before me this __ day of ____ _, 20_ 

by ___________ _ 

Notary Public, State of Florida 

Print, Type or Stamp Commissioned Name of Notary 

Personally Known __ OR Produced Identification __ Type of Identification Produced ______ _ 

BY: __________ -'--------

(Print Name & Title of Person Executing on behalf 
Of Contractor Subcontractor) 

NOTARY 
STATE OF FLORIDA 
COUNTY OF ________ Sworn to and subscribed before me this __ day of ____ _. 20_ 

by ___________ _ 

Notary Public, State of Florida 

Print, Type or Stamp Commissioned Name of Notary 

Personally Known __ OR Produced Identification __ Type of Identification Produced ______ _ 
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CONTRACT B$TWEEN 

FLORIDA DEPARTMENT OF MANAGEMENT SERVICES 

AND 

OFFICE DEPOT 

CONTRACT 618-000-11-1 

This Contract is by and between the State of Florida, Department of Management Services (Department), 
Division of State Purchasing (Division), an agency of the State of Florida with offices at 4050 Esplanade 
Way, Tallahassee, Florida 32399-0950, and Office Depot (Contractor). 

Whereas, the Contractor replied to the Division's Invitation to Negotiate (ITN), No.: 618-001-10-1 -
Office and Educational Consumables and 

Whereas, the Division negotiated and accepted the best terms and conditions for Office and Educational 
Consumables pursuant to Section 287 .057(1) ( c ). 

Accordingly, and in consideration of the mutual promises contained in the Contract documents, the 
Department and the Contractor do hereby enter into this Contract. 

1.0 NAME OF PROJECT 
Office and Educational Consumables. 

2.0 SUMMARY OF THE CONTRACTUAL SERVICES (SCOPE OF WORK) 
The scope of products for this Office and Educational Consumables contract are described in 
section 1.2 of the ITN document and are summarized in the table below. The Product Categories 
listed below refers to categories covered under this agreement. 

Product Categories in Scope 

• Consumables 
• Breakroom & Cleaning Supplies 
• Folders, Binders & Accessories 
• Paper - Other 
• Paper- 20# White (Recycled and Virgin) 
• TonerHP 
• Toner Non HP 
• Toner Remanufactured 
• IT Peripherals 

· • Equipment 

3.0 DELIVERABLES 
The ITN identifies all the performance requirements and expectations to be satisfied by the 
contractor throughout the term of the contract. However, included below are the primary 
deliverables related to the scope of work above. Also included below are the required minimum 
level of service and criteria for evaluating successful completion of each deliverable. The 
Contractor will provide the following Deliverables: 

3.1 Monthly Service Level Agreement Metrics and Reports: 

ContractNo.: 618-000-11-1 Page 1 of6 



A. Delivery Timing - The Contractor shall maintain an on-time delivery rate of 95% or 
greater. On-time delivery will be defined as delivery of order within two (2) business 
days of placement of order. This SLA supersedes Section 4.11 Transportation and 
Delivery of the General Conditions. The contractor shall submit to the Department this 
monthly service level agreement report in Microsoft Excel that details the on-time 
delivery rate. Specifically, the report shall include the number of orders delivered 
complete within the 2 business day requirement divided by total number of orders 
delivered. 

B. Order Accuracy - The Contractor shall maintain an order accuracy rate of 98% or 
greater. Order accuracy rate is defined as the number of items delivered as ordered 
divided by the total number of items ordered. The contractor shall submit to the 
Department this monthly service level agreement report in Microsoft Excel that details 
the order accuracy rate. Specifically, the report shall include the number of orders with 
order accuracy rate of more than 98% divided by total number of orders. 

C. Order Completeness / Fill - The Contractor shall maintain an order fill rate of 95% or 
greater. Order fill rate is defined as a number of items on an order filled completely as 
ordered divided by to the total number oflines on an order. The contractor shall submit to 
the Department this monthly service level agreement report in Microsoft Excel that 
details the order fill rate. Specifically, the report shall include Number of orders with 
order fill rate of more than 95% divided by total number of orders. 

D. Price Accuracy - The Contractor shall maintain a price accuracy rate of 99.5% or 
greater. Price accuracy is defined as the number of audited items each month where the 
net price ( calculated by multiplying the list price by 1 minus the discount % for that 
product category) is equal to or less than the contract price (calculated by multiplying the 
list price, outlined in Section 3.2, by 1 minus the discount% for that product category). 
The Contractor shall obtain a third party firm at no additional cost to the State to conduct 
external price audits on this contract. The Contractor shall contract with a third party firm 
(to be approved by the Department) to conduct a monthly random sampling (a minimum 
of 570 items per month) of contract items to confirm the accuracy of list price, discount 
% and net price. Specifically, the third party firm will confirm the prices displayed on the 
Contractor's website are equal to or less than the contract terms. The third party firm 
shall provide a monthly report to the Department indicating the Price Accuracy Rate 
(Price Accuracy Rate = the number of audited items each month where the net price 
( calculated by multiplying the list price by l minus the discount % for that product 
category) is equal to or less than the contract price (calculated by multiplying the list 
price, outlined in Section 3.2, by 1 minus the discount % for that product category) 
divided by the number of audited items). Also, at a minimum, the monthly report shall 
identify items not in compliance with the contract terms, provide the date of the audit, 
and screenshots of the Contractor's on-line catalog of all items in the random sample that 
were not in compliance with the contract terms. 

E. Backorder Fill - The contractor will ship backorders within five (5) calendar days of 
original order, unless special circumstances apply. The contractor will submit to the 
Department at the customer or the Depattments request a report in Microsoft Excel that 
details the item name and product ID, reason for shortage, and plan of action when 
delivery may be expected or suggested replacement). 

3.2 Quarterly Sales Report Data: 
The Contractor shall report sales data to the Contract Manager on a quarterly basis using 
the Contract Quarterly Reporting Form in Attachment G - Quarterly Reporting Form. 
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The following summary data must be reported to the Contract Manager on a quarterly 
basis: 

• Total purchases on the contract for the quarter 
• Total purchases on the contract for the quarter by Eligible User 
• Total purchases for the quarter made using the State's Purchasing Card 
• Total Certified Vendor (including Minority, Women, and Service-Disabled 

Veteran) purchases for the quarter by Eligible User. 

The following detailed data must be reported to the Contract Manager on a quarterly 
basis in Excel spreadsheet format: 

• Eligible User (Customer) Entity Name 
• Product Category 
• Item Description 
• Manufacturer Name 
• Manufacturer Part Number 
• UPC 
• Unit of Measure 
• Quantity Shipped 
• Date Shipped 
• List Price 
• Invoice Price 
• Core Item Flag (indicates if item is on Core Items list) 
• P-Card Flag (indicates if transaction was paid for using a P-Card). 
• Flag Purchases made within the stores (if applicable) 

3.3 Annual Service Level Agreement Metrics and Reports: 

A. Price Accuracy - The Contractor shall maintain a price accuracy rate of 99 .5% or 
greater. Price accuracy is defined as the number of audited items each month where 
the net price (calculated by multiplying the list price by 1 minus the discount% for 
that product category) is equal to or less than the contract price (calculated by 
multiplying the list price, outlined in Section 3.i, by 1 minus the discount% for that 
product category). The Contractor shall Contract with a third party firm (to be 
approved by the Department) to conduct an annual (on each anniversary of the 
contract effective date) sampling of Customer invoices (a minimum of 600 customer 
invoices for the 12 month period) to confirm accuracy of list prices and discount%, 
and that net prices of invoiced items are equal to or less than the contract tenns. 
Specifically, the third party firm will confirm the price charged to the Customer is 
equal to or less than the contract terms during that time period. The third party firm 
shall provide an annual report to the Department indicating the Price Accuracy Rate 
(Price Accuracy Rate = the number of audited items each year where the net price 
( calculated by multiplying the list price by 1 minus the discount % for that product 
category) is equal to or less than the contract price (calculated by multiplying the list 
price, outlined in Section 3.2, by 1 minus the discount % for that product category) 
divided by the number of audited items). Also, at a minimum, the annual report will 
include copies of the invoices in the random sample that were not in compliance with 
the contract terms. 

Contract No.: 618-000-11-J Page 3 of6 



4.0 SUMMARY OF PEANALTY FOR FAILURE OF CONTRACTOR TO MEET 
DELIVERALBES 
The Contractor is required to meet the performance standards as described in Section 3.0 above. 
Contractor is required to meet performance standards for Delivery Timing, Order Accuracy, 
Order Completeness/Fill and Price Accuracy on standard contract orders only, special/custom 
orders can be excluded from the calculatipns of these performance standards. Failure to meet the 
performance standards specified will result in the specified damages to the State as shown in the 
chart below. On the 15th of the month following the month being reported, the Contractor shall 
submit a report to the Contract Administrator containing the information required in Section 3 .0 
above. Performance Assurances, if applicable, will be paid via check or money order made out to 
the Department of Management Services in US Dollars within 30 days after report submission. 
These damages are assessed for failures over each 12 month period beginning with the first full 
month of contract performance and every 12 months thereafter. 

Item First Second Third Fourth Fifth Each 
Failure Failure Failure Failure Failure* Additional 

Failure 
Submit Report $0 $500 $500 $1,000 $2,000 $3,000 
Delivery $0 $0 $1,000 $1,000 $2,000 $3,000 
Timing - less 
than 95% on 
time 
Order $0 $0 $1,000 $1,000 $2,000 $3,000 
Accuracy-
less than 98% 
of items 
delivered are 
accurate 
Order $0 $0 $1,000 $1,000 $2,000 $3,000 
Completeness/ 
Fill - less than 
95% 
Price Accuracy $0 $0 $2,000 $3,000 $4,000 $5,000 
- less than 
99.5% 
*Note: If respondent fails to meet the performance standards 5 or more times in a 12 month contract 
period, the State shall have grounds to initiate contract breach and termination proceedings. 

5.0 EFFECTIVE DATE 
This Contract shall begin on October 18, 2010, or on the last date in which it is signed by all 
parties, whichever is later. 

6.0 EXPIRATION DATE 
This Contract shall expire three years from the effective date of the Contract, unless cancelled 
earlier in accordance with its terms. 

7.0 RENEWAL 
Upon mutual written agreement, the Department and the Contractor may renew the Contract for 
up to three (3) years as allowed by Section 287.057 (13)(a), Florida Statutes and pursuant to the 
provision of PUR 1000 Section 26. 
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8.0 INTELLECTUAL PROPERTY 
The parties do not anticipate that any intellectual property will be developed as a result of this 
contract. Any intellectual property developed as a result of this contract will belong to and be the 
sole property of the state. This provision will survive the tennination or expiration of the contract. 

9.0 PREFERRED PRICE 
The Contractor agrees to submit to the Department at least annually an affidavit from an 
authorized representative attesting that the Contritctor is in compliance with the preferred pricing 
provision in Section 5.14 Best Pricing Comparison of the ITN. 

10.0 CONTRACT DOCUMENTS 
This Contract, together with the following attached doctlments, set forth the entire understanding 
of the parties with respect to the subject matter. In case of conflict, the tenns of this Contract 
shall control. If a conflict exists among any of the attached documents, the documents shall have 
priority in the order listed: 

A. ATTACHMENT I: 
Office and Educational Consumables ITNNo.: 618-001-10-1, as amended. 

B. ATTACHMENT II: 
Contractor's Response to the ITN. 

C. ATTACHMENT ill: 
Contractor's Best and Final Offer Pricing. 

11.0 CONTRACT MANAGEMENT 
A. Contract Manager 

The Department employee who is primarily responsible for overseeing the Contractor's 
performance of its duties and obligations pursuant to the tenns of this Contract. The 
Contract Manager shall be as follows: 

Mark Hernandez 
Division of State Purchasing 
Department of Management Services 
4050 Esplanade Way 
Tallahassee, FL 32399-0950 
Telephone: (850) 414-6741 
Fax: (8S0) 414-6122 
E~mail: mark.hemandez@dms.mvflorida.com 

The Department may appoint a different Contract Manager, which shall not constitute an 
amendment to the Contract, by sending written notice to Contractor. Any communication 
to the Department relating to the Contract shall be addressed to the Contract Manager. 

B. Contractor's Representative 
Morrie Norwood 
Office Depot 
4300-1 Tennessee Street 
Tallahassee, FL 32034 [city, state, zip] 
Telephone: 850-575-0255 
Fax: 850-575-158 l 
E-mail: morrie.norwood@officedepot.com 
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State of Florida Approved as to form and legality 
Department of Management Services by the Department General Counsel's Office 

By: Linda H. South 

Date 

Contractor: 

s;gn · 're -=--

LJ N) ?ott~~~ 
Print Name 
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Attachment II: 

Contractor's Response to the ITN. 



Attachment ID: 

Contractor's Best and Final Offer Pricing 



Product Category BAFO Office Depot Discount % off List 

Core 
Breakroom & Cleanina Sunnlies 40% 
Consumables 66% 

Folders, Binders & Accessories 70% 

Toner- HP 35% 

Toner- Non HP 32% 

IT Peripherals 34% 
Equioment 30% 

Non-Core 
Breakroom & Cleaning Suoolies 40% 

Consumables 66% 

Folders, Binders & Accessories 70% 

Paoer - Other 60% 

Toner- HP 35% 

Toner - Non HP 32% 
Toner- Reman 63% 

IT Peripherals 34% 
Eauipment 30% 

Generic Core and Non-Core 
Consumables 79% 

Folders, Binders & Accessories 75% 
Equipment 36% 

IT Perioherals 32% 

Paper - Other 71% 

Breakroom & Cleanina Suoolies 55% 

Pacer - 20# White (Recycled and Virain) 79% 

Toner - Non HP 61% 

Toner- Remanufactured 63% 

BAFO Office Deoot Volume Discounts Pronosed 

When Annual Spend Level Exceeds ... Additional Discount Off List Price Offered 

$5,000,000 0.00% 

$10,000 000 0.00% 

$15,000 000 0.00% 

$20 000,000 0.00% 

$25 000,000 0.00% 

$30 000,000 0.00% 

$35,000,000 0.00% 

$40 000,000 0.00% 

$45,000,000 0.00% 

$50000 000 0.00% 

$55,000 000 0.00% 

$60,000,000 0.00% 

$65,000,000 0.00% 

$70,000,000 0.00% 



CONTRACT BETWEEN 

FLORIDA DEPARTMENT OF MANAGEMENT SERVICES 

AND 

OFFICE DEPOT 

CONTRACT 618-000-11-1 

This Contract is by and between the State of Florida, Department of Management Services (Department), 
Division of State Purchasing (Division), an agency of the State of Florida with offices at 4050 Esplanade 
Way, Tallahassee, Florida 32399-0950, and Office Depot (Contractor). 

Whereas, the Contractor replied to the Division's Invitation to Negotiate (ITN), No.: 618-001-10-1 -
Office and Educational Consumables and 

Whereas, the Division negotiated and accepted the best terms and conditions for Office and Educational 
Consumables pursuant to Section 287.057(1) (c). 

Accordingly, and in consideration of the mutual promises contained in the Contract documents, the 
Department and the Contractor do hereby enter into this Contract. 

1.0 NAME OF PROJECT 
Office and Educational Consumables. 

2.0 SUMMARY OF THE CONTRACTUAL SERVICES (SCOPE OF WORK) 
The scope of products for this Office and Educational Consumables contract are described in 
section 1.2 of the ITN document and are summarized in the table below. The Product Categories 
listed below refers to categories covered under this agreement. 

Product Categories in Scope 

• Consumables 
• Breakroom & Cleaning Supplies 
• Folders, Binders & Accessories 
• Paper - Other 
• Paper- 20# White (Recycled and Virgin) 
• TonerHP 
• Toner Non HP 
• Toner Rernanufactured 
• IT Peripherals 

· • Equipment 

3.0 DELIVERABLES 
The ITN identifies all the perfonnance requirements and expectations to be satisfied by the 
contractor throughout the tenn of the contract. However, included below are the primary 
deliverables related to the scope of work above. Also included below are the required minimum 
level of service and criteria for evaluating successful completion of each deliverable. The 
Contractor will provide the following Deliverables: 

3.1 Monthly Service Level Agreement Metrics and Reports: 
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A. Delivery Timing - The Contractor shall maintain an on-time delivery rate of 95% or 
greater. On-time delivery will be defined as delivery of order within two (2) business 
days of placement of order. This SLA supersedes Section 4.11 Transportation and 
Delivery of the General Conditions. The contractor shall submit to the Department this 
monthly service level agreement report in Microsoft Excel that details the on-time 
delivery rate. Specifically, the report shall include the number of orders delivered 
complete within the 2 business day requirement divided by total number of orders 
delivered. 

B. Order Accuracy - The Contractor shall maintain an order accuracy rate of 98% or 
greater. Order accuracy rate is defined as the number of items delivered as ordered 
divided by the total number of items ordered. The contractor shall submit to the 
Department this monthly service level agreement report in Microsoft Excel that details 
the order accuracy rate. Specifically, the report shall include the number of orders with 
order accuracy rate of more than 98% divided by total number of orders. 

C. Order Completeness / Fill - The Contractor shall maintain an order fill rate of 95% or 
greater. Order fill rate is defined as a number of items on an order filled completely as 
ordered divided by to the total number of lines on an order. The contractor shall submit to 
the Department this monthly service level agreement report in Microsoft Excel that 
details the order fill rate. Specifically, the report shall include Number of orders with 

order fill rate of more than 95% divided by total number of orders. 

D. Price Accuracy - The Contractor shall maintain a price accuracy rate of 99.5% or 
greater. Price accuracy is defined as the number of audited items each month where the 
net price (calculated by multiplying the list price by I minus the discount % for that 
product category) is equal to or less than the contract price (calculated by multiplying the 
list price, outlined in Section 3.2. by 1 minus the discount% for that product category). 
The Contractor shall obtain a third party firm at no additional cost to the State to conduct 
external price audits on this contract. The Contractor shall contract with a third party firm 
(to be approved by the Department) to conduct a monthly random sampling (a minimum 
of 570 items per month) of contract items to confirm the accuracy of list price, discount 
% and net price. Specifically, the third party firm will confirm the prices displayed on the 
Contractor's website are equal to or less than the contract terms. The third party firm 
shall provide a monthly report to the Department indicating the Price Accuracy Rate 
(Price Accuracy Rate = the number of audited items each month where the net price 
( calculated by multiplying the list price by 1 minus the discount % for that product 
category) is equal to or less than the contract price (calculated by multiplying the list 
price, outlined in Section 3.2, by 1 minus the discount % for that product category) 
divided by the number of audited items). Also, at a minimum, the monthly report shall 
identify items not in compliance with the contract terms, provide the date of the audit, 
and screenshots of the Contractor's on-line catalog of all items in the random sample that 
were not in compliance with the contract terms. 

E. Backorder Fill - The contractor will ship backorders within five (5) calendar days of 
original order, unless special circumstances apply. The contractor will submit to the 
Department at the customer or the Departments request a report in Microsoft Excel that 
details the item name and product ID, reason for shortage, and plan of action when 
delivery may be expected or suggested replacement). 

3.2 Quarterly Sales Report Data: 
The Contractor shall report sales data to the Contract Manager on a quarterly basis using 
the Contract Quarterly Reporting Form in Attachment G - Quarterly Reporting Form. 
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The following summary data must be reported to the Contract Manager on a quarterly 
basis: 

• Total purchases on the contract for the quarter 
• Total purchases on the contract for the quarter by Eligible User 
• Total purchases for the quarter made using the State's Purchasing Card 
• Total Certified Vendor (including Minority, Women, and Service-Disabled 

Veteran) purchases for the quarter by Eligible User. 

The following detailed data must be reported to the Contract Man~ger on a quarterly 
basis in Excel spreadsheet format: 

• Eligible User (Customer) Entity Name 
• Product Category 
• Item Description 
• Manufacturer Name 
• Manufacturer Part Number 
• UPC 
• Unit of Measure 
• Quantity Shipped 
• Date Shipped 
• List Price 
• Invoice Price 
• Core Item Flag (indicates if item is on Core Items list) 
• P-Card Flag (indicates if transaction was paid for using a P-Card). 

• Flag Purchases made within the stores (if applicable) 

3.3 Annual Service Level Agreement Metrics and Reports: 

A. Price Accuracy - The Contractor shall maintain a price accuracy rate of 99 .5% or 
greater. Price accuracy is defined as the number of audited items each month where 
the net price ( calculated by multiplying the list price by I minus the discount % for 
that product category) is equal to or less than the contract price (calculated by 
multiplying the list price, outlined in Section 3.~, by 1 minus the discount% for that 
product category). The Contractor shall Contract with a third party firm (to be 
approved by the Department) to conduct an annual (on each anniversary of the 
contract effective date) sampling of Customer invoices (a minimum of 600 customer 
invoices for the 12 month period) to confirm accuracy of list prices and discount%, 
and that net prices of invoiced items are equal to or less than the contract tenns. 
Specifically, the third party firm will confirm the price charged to the Customer is 
equal to or less than the contract tenns during that time period. The third party finn 
shall provide an annual report to the Department indicating the Price Accuracy Rate 
(Price Accuracy Rate = the number of audited items each year where the net price 
(calculated by multiplying the list price by 1 minus the discount % for that product 
category) is equal to or less than the contract price (calculated by multiplying the list 
price, outlined in Section 3.2, by I minus the discount % for that product category) 
divided by the number of audited items). Also, at a minimum, the annual report will 
include copies of the invoices in the random sample that were not in compliance with 
the contract tenns. 
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4.0 SUMMARY OF PEANALTY FOR FAILURE OF CONTRACTOR TO MEET 
DELIVERALBES 
The Contractor is required to meet the performance standards as described in Section 3.0 above. 
Contractor is required to meet performance standards for Delivery Timing, Order Accuracy, 
Order Completeness/Fill and Price Accuracy on standard contract orders only, special/custom 
orders can be excluded from the calculatipns of these perfonnance standards. Failure to meet the 
performance standards specified will result in the specified damages to the State as shown in the 
chart below. On the 15th of the month following the month being reported, the Contractor shall 
submit a report to the Contract Administrator containing the infonnation required in Section 3.0 
above. Performance Assurances, if applicable, will be paid via check or money order made out to 
the Department of Management Services in US Dollars within 30 days after report submission. 
These damages are assessed for failures over each 12 month period beginning with the first full 
month of contract performance and every 12 months thereafter. 

Item First Second Third Fourth Fifth Each 
Failure Failure Failure Failure Failure• Additional 

Failure 
Submit Report $0 $500 $500 $1,000 $2,000 $3,000 
Delivery $0 $0 $1,000 $1,000 $2,000 $3,000 
Timing - less 
than 95% on 
time 
Order $0 $0 $1,000 $1,000 $2,000 $3,000 
Accuracy-
less than 98% 
of items 
delivered are 
accurate 
Order $0 $0 $1,000 $1,000 $2,000 $3,000 
Completeness/ 
Fill - less than 
95% 
Price Accuracy $0 $0 $2,000 $3,000 $4,000 $5,000 
-less than 
99.5% 
*Note: If respondent fails to meet the performance standards 5 or more times in a 12 month contract 
period, the State shall have grounds to initiate contract breach and termination proceedings. 

5.0 EFFECTIVE DATE 
This Contract shall begin on October 1 &, 2010, or on the last date in which it is signed by all 
parties, whichever is later. 

6.0 EXPIRATION DATE 
This Contract shall expire three years from the effective date of the Contract, unless cancelled 
earlier in accordance with its terms. 

7.0 RENEWAL 
Upon mutual written agreement, the Department and the Contractor may renew the Contract for 
up to three (3) years as allowed by Section 287.057 (13)(a), Florida Statutes and pursuant to the 
provision of PUR 1000 Section 26. 
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8.0 INTELLECTUAL PROPERTY 
The parties do not anticipate that any intellectual property will be developed as a result of this 
contract. Any intellectual property developed as a result of this contract will belong to and be the 
sole property of the state. This provision will survive the termination or expiration of the contract. 

9.0 PREFERRED PRICE 
The Contractor agrees to submit to the Department at least annually an affidavit from an 
authorized representative attesting that the Contractor is in compliance with the preferred pricing 
provision in Section 5.14 Best Pricing Comparison of the ITN. 

10.0 CONTRACT DOCUMENTS 
This Contract, together with the following attached documents, set forth the entire understanding 
of the parties with respect to the subject matter. In case of conflict, the terms of this Contract 
shall control. If a conflict exists among any of the attached documents, the documents shall have 
priority in the order listed: 

A. ATTACHMENT I: 
Office and Educational Consumables ITN No.: 618-00 J -10-1, as amended. 

B. ATTACHMENT II: 
Contractor's Response to the ITN. 

C. ATTACHMENT ID: 
Contractor's Best and Final Offer Pricing. 

11.0 CONTRACT MANAGEMENT 
A. Contract Manager 

The Department employee who is primarily responsible for overseeing the Contractor's 
performance of its duties and obligations pursuant to the terms of this Contract. The 
Contract Manager shall be as follows: 

Mark Hernandez 
Division of State Purchasing 
Department of Management Services 
4050 Esplanade Way 
Tallahassee, FL 32399-0950 
Telephone: (850) 414-6741 
Fax: (850) 414-6122 
E-mail: mark.hernandez@dms.mvflorida.com 

The Department may appoint a different Contract Manager, which shall not constitute an 
amendment to the Contract, by sending written notice to Contractor. Any communication 
to the Department relating to the Contract shall be addressed to the Contract Manager. 

B. Contractor's Representative 
Morrie Norwood 
Office Depot 
4300-1 Tennessee Street 
Tallahassee, FL 32034 [city, state, zip) 
Telephone: 850-575-0255 
Fax: 850-575-1581 
E~mail: morrie.norwood@officedepot.com 
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State of Florida Approved as to form and legality 
Department of Management Services by the Department General Counsel's Office 

By: Linda H. South bLj • C-l,1ns-tit1e. Kl ne.. 
eAU//_/wo 

Date Date 

Contractor: 

S gn , re___, ---

~j.r\11 ?o1 IM efvv\ 
Print Name 

l D j I~ /to 
Date 
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Attachment II: 

Contractor's Response to the ITN. 



Attachment ID: 

Contractor's Best and Final Offer Pricing 



Product Category BAFO Office Depot Discount % off List 

Core 
Breakroom & Cleanina Supplies 40% 

Consumables 66% 

Folders, Binders & Accessories 70% 

Toner- HP 35% 

Toner- Non HP 32% 

IT Peripherals 34% 

Eauioment 30% 

Non-Core 
Breakroom & Cleanina Suoolies 40% 

Consumables 66% 

Folders, Binders & Accessories 70% 

Paper - Other 60% 

Toner-HP 35% 

Toner - Non HP 32% 

Toner - Reman 63% 

IT Peripherals 34% 

Eauipment 30% 

Generic Core and Non-Core 
Consumables 79% 

Folders Binders & Accessories 75% 

Equipment 36% 
IT Peripherals 32% 
Paper - Other 71% 

Breakroom & Cleaning Suoolies 55% 

Paoer - 20# White (Recycled and Virgin) 79% 

Toner- Non HP 61% 

Toner- Remanufactured 63% 

BAFO Office Deoot Volume Discounts Proposed 

When Annual Spend Level Exceeds ... Additional Discount Off List Price Offered 

$5,000,000 0.00% 

$10,000,000 0.00% 

$15,000,000 0.00% 

$20,000,000 0.00% 

$25,000 000 0.00% 

$30,000,000 0.00% 

$35,000,000 0.00% 

$40,000,000 0.00% 

$45,000,000 0.00% 

$50 000 000 0.00% 

$55 000,000 0.00% 

$60,000 I 000 0.00% 

$65,000,000 0.00% 

$70,000,000 0.00% 


