Direct ali inquiries to the

COMPLETE USING Procurement Management
BUYER NAMED:

TYPEWRITER Miami-Dade County Public Schools | [ 1 easbure-Kramer

OR
. : Fax: (305) 523-3367
BALL-POINT PEN School Board Administration Bullding E Mail:
ONLY. 1450 Northeast Second Aven -
ue Lieashurg-Kramer@sbab.dade.k12.fl.us

Miami, Florida 33132

TDD PHONE {305) 995-2400

BIDDER QUALIFICATION FORM
.BIDNO. 142-CCO1 BID TITLE Laminating and Binding Supplies

- BIDS WILL BE ACCEPTED UNTIL 2:00 P.M. ON _Decemher 16. 2003 IN ROOM 351,
.SCHOOL BOARD ADMINISTRATION BUlLDING, 1450 NE 2ND AVENUE, MIAMI, FL. 33132, AT WHICH TIME THEY WILL BE

' PUBLICLY OPENED. BIDS MAY NOT BE WITHDRAWN FOR _90 DAYS AFTER OPENING. (REFER TO INSTRUCTIONS TO
BIDDERS, para.lV.B.)

THE SUBMISSION OF THE BID BY THE VENDOR, ACCEPTANCE AND AWARD OF THE BID BY THE SCHOOQL BOARD OF
MIAMI-DADE COUNTY, FLORIDA, AND SUBSEQUENT PURCHASE ORDERS ISSUED AGAINST SAID AWARD SHALL
) CONSTITUTE A BINDING, ENFORCEABLE CONTRACT. UNLESS OTHERWISE STIPULATED IN THE BID DOCUMENTS, NO
‘.OTHER CONTRACT DOCUMENTS SHALL BE ISSUED.

‘I. A. BIDDER CERTIFICATION AND IDENTIFICATION. (SEE INSTRUCTIONS TO BIDDERS, para. . A.2.)

| certify that this bid is made without prior understanding, agreement, or connection with any corporation, firm, or person
submitting a bid for the same materials, supplies, or equipment, and is in all respects fair and without collusion or fraud. |
agree to abide by all conditions of this bid; and | certify that | am authorized to sign this bid for the bidder.

B. Vendor certifies that it satisfies all necessary legal requiremenits as an entity to do business with the School Board of
Miami-Dade County, Florida.

. INDEMNIFICATION

The Bidder shall hold harmiess, indemnify and defend the indemnities (as hereinafter defined) against any claim, action,
tloss, damage, injury, liability, cost or expense of whatsoever kind or nature including, but not by way of limitation,
aftorney's fees and court costs arising out of bodily injury to persons including death, or damage to tangible property
arising out of or incidental to the performance of this Contract including goods and services provided thereto) by or on
behalf of the Bidder, whether or not due to or caused in part by the negligence or othéer culpability of the indemnity,
excluding only the. sole negligence or culpability of the indemnity. The following shall be deemed to be indemnities: The
School Board of Miami-Dade County, Florida and its members, officers and employees.

H. PERFORMANCE SECURITY. Refer to INSTRUCTIONS TO BIDDERS, para |.A.1., and VI., and check (x) below:

WHEN PERFORMANCE SECURITY IS REQUIRED | WILL FURNISH A:
Performance Bond Check (Cashier's, Certified, or Equal)

PLEASE TYPE OR PRINT BELOW

LEGAL NAME OF VENDOR :

MAILING ADDRESS :
CITY, STATE, ZIP CODE :
TELEPHONE NUMBER : % - FAX #
BY: SIGNATURE {ORIGINAL) : . DATE
OF AUTHORIZED REPRESENTATIVE .
NAME (TYPED) : TITLE

OF AUTHORIZED REPRESENTATIVE

FM-3191 Rev. (02-99)



INSTRUCTIONS TO BIDDERS

NOTICE OF ESTABUSHMENT OF A CONE OF SILENCE

The Schoot Board of Miami-Dade County Public schools enacts a Cone
of Silence from issuance of a solicitatton 1o written recommendation of
award. All provisions of School Board Rule 6Gx13-8C-1.212 apply.

L PREPARATION OF 8IDS

A BIDDER QUALIFICATION FORM quatifies the bidder and the
bid and must be completed and submifted as page 1 of the bid.

1. PERFORMANCE SECURITY. The form of performance security
the bidder will submit, when required to do so, must be fumished.
Performance security shall not be submitied with the bid,

2. BIDDER CERTIFICATION AND IDENTIFICATION. Bid must
contain an orginal manual signatwre from an  authorized
representative. An unsigned bid will be considered non-responsive.

B. INSTRUCTIONS TO BIDDERS. Defines conditions of the bid.

1. ORDER OF PRECEDENCE. Any inconsistency in this bid shall
be resolved by giving precedence in the foliowing order:

A. Specifications
B. Special Conditions
C. Instructions To Bidders

2 FOR M/WBE designated bids. The SPECIAL CONDITIONS-
MinorityWomen owned and controfied Business Parficipation
Statement and the MMWBE Cedtification Application MUST be
completed and SUBMITTED with the bid if the bidder is not cextified
by Miami-Dade County Public Schools. Failure to submit the
completed application with the bid wil be considered non-
responsive.

C. BID PROPOSAL FORM. Defines requirement of items (o be
purchased, and must be compieted and submitted as page 2 and
subsequent pages, il any, of the bid. The bidder should indicate
his/her name in the appropriate space on each page.

1. ITEM SPECIFICATION. Specifying a certain brand, make or
manufacturer is to denote the quality, type, and standard of the
article desired. Articles offered must be new merchandise only, of
equal or superior grade. On blank knes provided, the bidder is
requested to insert the brand name, manufacturer's number and
other informafion necessary to sufficiently identify arficle offered.
Faiture to do 0 may prevent consideration of the item. Also, refer to
paragraph X. Packaging.

2 PRICES. Prices are requested in units of quantity specified in
the bid specifications. [n cass of a discrepancy in computing the
total amount of bid, UNIT PRICE quoled will govern. Al prices bid
shall include delivery F.O.B. destination, freight prepaid (bidder pays
and hears freight charges. Bidder owns goods in transit and files
any claims) and shal include all cartage, drayage, packing, etc.,
delivered to0 and unloaded at the receiving station at the site
designated in BID PROPOSAL FORMS and there received by the
designated agent of the Board.

3. TAXES. The Board does not pay Federal Excise and State
taxes on direct purchases of tangible personal property. The
applicable tax exemplion number is shown on the purchase order.
This axemption does not apply to purchases of tangible personat
property made by conbactors who use the tangible personal
property in the perfamance of contracts for the improvement of
Board-owned real property as defined in Chapter 192 of the Florida
Stahutes.

IL SUBMITTING OF BIDS
A. BIiD FORMS AND ENVELOPES. Bids must be submitied on
forms fumished by the Board and in sealed envelopes.
Envelopes must be clearty marked with bid number, bid tile and bid
opening.
8. ERASURES OR CORRECTIONS. When filing out the bid
proposal form, bidders are required to complete bid proposal in ink.
1. Use of pencil is prohibited.
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2. Do not erase or use cotrection fluid to comrect an eor.
3. Al changes musl be crossed out and inftiaded in ink.

Thase bids for individual iterms that do not comply with tems 1, 2 and 3
abaove will be considered non-responsive for that item(s).

C. PLACE, DATE AND HOUR. 8ids shall be submitied by 1.5. Mail,
Courier/Express Service, or deposited in the BID BOX located in
Room 351, 8:00 A M. to 4:30 P.M., Monday through Friday, SCHOOLU
BOARD ADMINISTRATION BUILDING, 1450 N.E. Second Avenue,
Miamni, Florida 33132. Bids received after the date and hour specified
in the BIDDER QUALIFICATION FORM will no? be considered.

D. PUBLIC ENTITY CRIMES. Section 287.133(2)a) Flarida Statute.
A person of affiliate who has been placed on the convicted vendor kst
following a conviction for a public entity crime may not submit a bid on
a confract 1 provide any goods or services to a public entity, may not
submit a bid on a contract with a public entity for the construction or
repair of a public building or public wotk, may not submit bids on
leases of real properly fo a public enlity, may not be awarded or
perform work as a contractor, supplier, subcontracior, or consuttant
under a conlract with any public entity, and may not transact business
with any public enfity in excess of the threshold amount provided in
Section 287.017, for CATEGORY TWO for a period of 36 months from
the date of being placed on the convicted vendor list.

E. SUBMITTING A “NO BID™ If not submitting a bid at this time,
relum the form enfiled "NOTICE TO PROSPECTIVE BIDDERS.”
Failure to respond, either by submitting a bid or the "NOTICE TO
PROSPECTIVE BIDDERS" form for three consecutive times, may
result in the company being removed from the School Board's bid st

F. AVAILABILITY OF BID INFORMATION. immediately following the
public opening, bids will be read, upon request, and then compiled in a
tabular form, a copy of which will be available for examination in
Procurement Management Services.

CANCELLATION OF BIDS OR REQUEST FOR PROPOSALS

An invitation for bids may be canceled, in whole or in parl, as may be
specified in the solicitation, when it is in the best interest of the Board,
The reasons shafl he made a part of the master bid file.

A. Prior to opening, a solicitation may be canceled in whole or in part,
prior to the date and hour specified in the Bidder Qualification Form for
receipt of bids, when the Assistant Superiniendent, Procurement
Management Services, defermines in writing, that such action is in the
best interest of the Board for reasons including, but not limited to:

1. The Board no jonger requires the supplies, services, or
construction;
2. The Boaxd no longer can reasonably expect to fund the

procurement:

3. A review of a valid protest filed by a bidder as may be determined
by the administrative staff; or

4. Proposed amendments to the solicitaion would be of such
magnitude that a new solicitation is desirable.

B. When a sdlicitation is canceled prior to opening, nofice of
cancellation shall be sent to alfl businesses solicited, via facsimile or
mail, and bids or proposats returned o the vendor unopened.

The nolice of cancellation shall:

1. Kientify the soficitation;

2. Briefly explain the reason for cancellation; and

3. Where appropriate, explain that an opportunity will ba given to
compete on any futisre re-solicitation for procurements of simifar
supplies, services, ar consuction.

CHANGE OR WITHDRAWAL OF BIDS

A PRIOR TO BID OPENING. Should the bidder desire to change
or withdraw hisher bid, he/she shall do so in wiiting. This
communication is to be received by the District Direclor, of
Procurement Management, Room 352, School Board Administration
Buikding, prior to date and hour of bid opening. The bidders name, the
bid number, the bid &tle and the date the bid is due mus! appear on the
envelope.
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B. AFTER BID OPENING. After bids are opened, they may not be
changed, nor withdrawn, for 90 days after the determined opening
date, unless otherwise specified on the "BIDDER QUALIFICATION
FORM."

C. FAILURE TO ACCEPT BID AWARD. Bidders who, prior to the
Bid Award by The School Board of Miami-Dade County, Florida,
indicale that they are unable 10 accept the bid award shal either

1. Pay 1o the Boatd, as liquidated damages, an amount equal to
5% of the unit price bid, times the quantity, or $10, whichever
amount is larger, or

2. Lose eiigibility 1o transact new business with the Board for a
period of 14 months from the date the Board acts on the
withdravwn bid.

PROTESTS TO CONTRACT SOLICITATION OR AWARD

A. The Board shali provide notica of a decision or intended decision
concerning a solicitation, coniract award, or exceptional purchase by
elactronic posting which can be accessed at the district's website
www.dadeschools.net.

B. Any person who is adversely affected by the agency decision or
intended decision shall file with the agency a notice of grotest in
writing within 72 hours after the posting of the notice of decision or
intended decision. With respect to a protest of the terms, conditions,
ardd specifications contained in 2 sdlicitation, inciuding any provisions
governing the methods of ranking bids, proposals, or replies,
awarding confracts, reserving rghts of further negofiation, or
maodifying or amending any confract, the nolice of protest shal be
filad in writing within 72 hours after the posting of the solicitation. The
format written protest shall be filad within 10 days after the dale the
notice of protest is filed. Faillure to file a notice of protest o a formal
written protest shall constitute a waiver of these proceedings. The
formal wrilten protest shall state with particularity the facts and law
upon which the protest is based. Saturdays, Sundays, and state
holidays shall be excluded in the computation of the 72-hour time
periods established herein.

C. Al nofice of protests will be reviewed by Procurement
Management Services, who will offer the protesting bidder the
opporiunity to meet and discuss the merits of the protast  If the
profest is not resolved, the bidder may seek an administrative hearing
pursuant to §120.57 Fla. Stat., by filing a formal wiitten protest within
10 days afler filing the notice of protest. Petiions for hearing
pursuant {o §120.57 Fla. Stal,, must be filed in accordance with
School Board Rule 6Gx13- 8C-1.064.

AWARDS

A. RESERVATION FOR REJECTION OR AWARD. The Board
reserves the right to reject any or all bids, to waive iregularities or
technicalities, and ta request rebids. The Board reserves the right to
award on an individual itern basis, any combination of items, total low
bid or, if an altemate bid is accepted, on such terms as are specified
for the alternate bid, whichever manner is in the best interest of the

B. NOTIFICATION OF INTENDED ACTION wili be posted on the
District's weobsite 7-10 days prior to a regulady scheduled Board
meeting.

C. OFFICIAL AWARD DATE. Awards become official upon the
Board's formal approval of the award.

D. PURCHASE ORDERS. Purchase orders mailled to successful
bidders are the official nofification o deliver materials describad
therein; and the £me allowed for delivery bogins with the date of the
purchase order. In the avent that the successful bidder falls to deliver
the materials in accordance with the terms and condiions of the bid
and purchase order, the biider shall be considered 1o be in default of
the conract and subject to the dafaull provisions stated in Instruclions
1o Bidders, Section V1 E.

E DEFAULT. A vendor who falls to perform according to the terms
of the contract (bid) shall be considered in default. In the event of
default, which may include, but is not limited o poor performance
and/or a vendor shall either (1) pay liquidated
damages of 10 percent of the unit price of the ilem(s) awarded fimes
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the quantity when no purchase order has heen ssued, 10 percent of the
purchase order when a purchase onder has been issued or $100,
whichever is greater or {2) lose eligibility to transact new business with
the Board for 2 period of 14 months from date of termination of award
by the Board. Biiders that are determined ineligible may request a
hearing pursuant to Chapter 120 of the Florida Statutes, and School
Board Rule 6Gx13-8C-1.064.

F. The intent of the bid documents is to inciude only the writlen
requirements for saterials, equipment, systems, standards and
workmanship necessary for the proper execution and completion of the
work by the Bidder. The bid documents shall not be construed to create
an entitlerment 1o any other scope of work except as specified herein.

PERFORMANCE SECURITY (FOR SUCCESSFUL BIDDERS ONLY)

A PURPOSE. A performance bond or check may be required to
guarantee performance.

B. BONDING COMPANY. Performance Bonds shall be written through
a reputable and responsible surety bond agency ficensed to do
business in the State of Florida and with a surely company or
corporation meeting both of the following specifications:

1. Awards Greater than
A minimum raling in the latest revision of Bests insurance Reports of:

Contract Amount Minimum Rating by A M. Best
$ 500,000.01to § 2,500,000 None
$ 2.500,000.01 to § 5,000,000 B + or NA-3

No Minimum Class
$ 5,000,000.01 to $10,000,000 A-Class vV
$10.000,000.01 or more A- Class V

Current certificate of authority as acceptable surety on Federal Bonds in
accordance with the latest edition of the United States Treasury
Depariment Circular 570 entiled "Companies Holding Certificates of
Authority as Acceptable Sureties on Federal Bonds and as Acceptable
Reinsuring Companies” shalt be accepted for an amount not exceeding
the underwriting Emitation thereon.

2 Awards of $500,000 or Less

Bonds shall be writlen with a surety company or corporafion meeting the
qualifications as set forth in Paragraph VILB. above or the qualifications
set forth in section 287 0935, Florida Statutes.

C. AMOUNT. When required as defined herein, the firm or individual(s)
$0 whom an award has been made shall execute and deliver to The
School Board of Miami- Dade County, Forida, a Performance Bond,
Cashier'sfCertified Check, or equal.

1. Awards less than $200,000 shall be exempt from performance
security,

2 Performance security shall not be required, unless otherwise defined
in the bid . if performance secwrily is required, it shall
equal 100% of the award amount.

D. RELEASE OF PERFORMANCE SECURITY. Return to the Awardee
of hisher cash secwrity, or notification fo the Awardee and the bonding
company o cancel the performance bond, will be made when all
goods/services have been accepted and invoices have been approved
for payment.

VIOL SAMPLES. When bid samples are required, the buyer will notify bidder

to submit samples of the items bid in accordance with the following
procedures:

A Al sampies must be identified with the bidder's name, bid number,
item number, and product name and number. Where non-compliance
with this requirement is noted, said iten may be considered as being
unidentifiable and may not be efigible for considerafion in the award
recommendatiorn.

B. Al samples are o be daelivered within 7 calendar days after receipt
of notification from buyer, unless otherwise stated in the Specia
Conditions of the bid. If the bidder does not subirit samples by the date
and Sime indicated by the buyer, the bid submitled for that ilem may not
be considered for award.
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C. Bidder must obtain, from Materials Testing and Evaluation, a
signed receipt acknowiedging delivery of samples. Bidder shall
include a self-addressed, stamped envelope for retum of sample
receipt when submitting samples by mail or delivery service. The
bidder will Teceive the original copy of the recsipt and the dupticate
copy wil remain with the MiamiiDade County Public Schools
receiving depariment as the file copy. Bidder shall be solely
responsible for delivery of samples and for retaining sample delivery
receipts, which must be presented in any dispute regarding receipt of
bid samples.

D. Samples should be delivered 1o the following address:

MIAMI-DADE COUNTY PUBLIC SCHOOLS
MATERIALS TESTING AND EVALUATION
7040 West Flagler Street
Miami, Florida 33144
Tetephone Number: 786-275-0780

Miami-Dade County Public Schools will not be responsible for
samples sent to a location ofher than the location mentioned in the
bid.

E. PAYMENT FOR SAMPLES. The Board will buy no samples and
will assume no cost incidental thereto.

F. RETURN OF SAMPLES. Samples not destroyed in testing may
be claimed by unsuccessful bidders 14 days after bid award date and
by successfuf bidders 14 days after final payment; but the Board wil
assume no responsibility for samples not claimed within the time
specified, and it will pay for no samples damaged in testing.

G. EVALUATION AND TEST RESULTS. if a sample submitted for
testing does not comply, the buyer will advise the bidder to contact
Materials Testing and Evaluation for further details.

SUBSTITUTIONS. Should the bidder find # necessary to use a
material, equipment, product or systemn other than specified, the
bidder shali secure from the Board, through Procurement
Management Services, writlen approval for tha use of the alternate
materials, equipment, product or system. The Board is not obligated
to approve requests for substittions and has the discretion fo require
the bidder o provide the materials as specified in the bid documents.
in no case shall the bidder be entitied to additional fime andfor money
arising out of the Board's failure to approve requests for substitutions.

PACKAGING

A. TYPE. If packaging is different from that specified, the bidder
must note the manner and amounts in which packaging is to be
made; otherwise the successfid bidder shalf fumish packaging as
gpecified. Al packaging, wrapping and bundling shall be adequates to
insure that materials wil be received in undamaged condition. The
Board assumes no responsibility for damages of any kind incurred
in transit.
B. CONTAINER IDENTIFICATION. The following identification shall
be printed, stencided or legibly wrilten in a conspicucus location on

1. BID NUMBER AND/OR PURCHASE ORDER NUMBER

2. VENDOR'S NAME AND/OR TRADEMARK

3. NAME(S) OF ITEM(S) CONTAINED

4. ITEM NUMBER(S) WITH QUANTITY(IES)

PURCHASES BY OTHER PUBLIC AGENCIES. With the consent
and agresment of the successful bidder{s), purchasas may be made
under this bid by Miami Dade County, Florida, and other
governmental agencias or political subdivisions within the State of
Florida. Such purchases shalt be governed by the same lerms and
conditions stated herein. This agreament in no way restricts or
interferes with the right of any State of Florida Agency or political
subdivision to rebid any or all of these itams.

RECYCLING REQUIREMENTS. MiamiDade County Publfic
Schocls supports recycling and recommends the use of recycled
products where possible. Vendors are requested to submit a letter,
aslong with their bid, indicating whether each item bid and/or its
packaging contains pre-consumer or post-consumer waste, and if
the product and/or packaging may be recycled.

Page 3

XIL

XIvV.

ENVIRONMENTAL PRODUCTS. Miami-Dade County Public Schools
encourages the use of environmentally safe products.

DELIVERY AND BILLING

. A DELIVERY. Saturdays, Sundays, and holidays excepted, daliveries

XV,

XVL

shall be made as follows: Schools and Departments - 8:00 AM. to
3:00 P.M. Merchandise shall be unloaded at the receiving station of
the designated delivery point and received there by a designated agent
of the Board. A defivery ticket, or one copy of the invoice, prepared as
indicated below, shall accompany each delivery.

B. RECEIVING INSPECTION AND TESTING. Delivered items which
do not fulfil ol requirements will be rejected. Rejected items shall be
removed and replaced promptly by the vendor, at no cost to the
purchaser.

C. INVOICES. Each invoice shall ba issued by the successful bidder
and shall be submitted in DUPLICATE to the Accounts Payable
Section, P.O. Box 01-2570, Miami, Florida 33101. To be considered
for payment, each invoice must show the following information, which
appears on the Purchase Order.

Purchase Order Number

ltem Descripti

Quantities and Units

Price Extensions

Total price of all #ems on invoice

PAYMENT. Unless otherwise specified by Miami-Dade County
Pubﬁch\ools.paM\mllhomadeonlyafmdeﬁvery authorized
inspection, and acceptance. Payment wil be made only to the
successfid bidder, unless otherwise requested, in writing, by the
successful bidder and accepted by Miami-Dade County Public Schools
Administration. When bidders are directed o send invoices to a
schaodl, the school will make directed payment fo the bidder.

NO GRATUITY POLICY. It is the policy of Procurement Management
Services not to accept gifts, gratuiies, or favors of any kind, or of any
value whatsoever, from vendors, members of their staffs, or families.
COMPLIANCE WITH FEDERAL REGULATIONS

A. M contracts involving federal funds will contain certain provisions
required by applicable sections of Tile 34, Seclion 80.36{l) and
Section 85510 Code of Federal Regulations and are included by
reference herein. The vendor cerifies by signing the bid that the
vendor and histher principals are not presently debared, suspended,
proposed for debarrnent, declared ineligible or voluntarily excluded
from parficipation in federally funded transactions and may, in certain

instances, be required o provide a separate written certification to this
affect,

Duting the term of any contract with the Boand, in the event of
debarment, suspension, proposed debarment, declared ineligible or
volusitarily excluded from parficipation in federally funded fransactions,
the vendor shall immediately notify the Assistant Suparintendent,
Procurement Management Services, in wriing. Vendors will also be
required to provide access fo records, which are directly pectinent to
the caniract and retain all required records for three years after the
Board makes final payment.

B. For all conkacts involving Federal funds in excess of §10,000, the
Bod reserves the right to terminate the conbract for cause, as well 2s
for convenience, by issuing a certified nofice to the vendor.

P AN

THE BOARI} MAY REJECT ANY BID FOR FAILURE BY THE BIDDER TO
COMPLY WITH ANY REQUIREMENT STATED ABOVE, IN THE BID
PROPOSAL FORM, OR IN ATTACHMENTS THERETOQ WHICH BECOME
PART OF THE BID.

ARD OF MIAMI-DADE COUNTY, FLORIDA

y | SUPERINTENDENT OF SCHOOLS

Revised September 2003



MIAMI-DADE COUNTY PUBLIC SCHOOLS

BID PROPOSAL FORM (FORMAT A) TO: THE SCHOOL BOARD OF MIAMI-DADE COUNTY FLORIDA
BID BUYER _ PAGE
142-CCO1 L. Leashurg-Kramer SC1

LAMINATING AND BINDING SUPPLIES

PURPOSE: The purpose of this bid is to establish a contract at firm unit prices, and to establish price lists and
discounts to purchase Laminating Supplies for Miami-Dade County Public Schools (M-DCPS). All prices shall be
F.0.B. each destination specified. The School Board of Miami-Dade County, Florida, may also purchase from a
contract awarded by the State of Florida, any other county or municipality, or authorized contract, whichever is
considered to be in the best interest of the Board.

AWARD: Group | of the bid will be awarded to the fowest responsive, responsible bidder(s), meeting specifications.
Group I bid will be awarded to the top five responsive, responsible bidder(s), meeting specifications offering the lowest
total discounted prices. These vendors will be utilized as the established pool of vendors for quotations, as needed.
EACH BIDDER SHALL SUBMIT WITH ITS BID A HARD COPY AND/OR AN ELECTRONIC COPY OF THE PRICE
LIST THE BIDDER USES AS THE “BENCHMARK" LIST AGAINST WHICH TO MEASURE OFFERED PRICE
SAVINGS. Failure to measure percentage savings against the “benchmark” list, or an attempt to Include reference to
any other price, product, or similar list, may render a bid non-responsive and constitute grounds for rejecting the bid.
EACH BIDDER MUST OFFER A SINGLE, FIXED PERCENTAGE DISCOUNT OR MARK-UPS OFF
MANUFACTURER’S SUGGESTED RETAIL PRICE LIST OR ITS PUBLISHED PRODUCT LIST FOR THE FLORIDA
MARKET. Awarded vendors will be placed on the list of awarded vendors that is published and promulgated to all
schools and depariments.

TERM: The term of the bid shall be for two (2) years from the date of award, and may, by mutual agreement between
Miami-Dade County Public Schools {M-DCPS) and the awardee(s), be extended for two (2) additional one year periods,
and if needed, 90 days beyond the expiration date of the current contract period. Procurement Management Services,
may if considering to extend, request a letter of intent to extend from the awardee, prior to the end of the current
contract period.

POSTING AUTHORIZED PRODUCT AND PRICE LIST: Every awarded vendor shall maintain a list of the products it is
authorized to sell under the Contract. The list shall clearly indicate the ceiling price for each product, expressed either
as a single price or as a percentage saving off the “hbenchmark” price. Procurement Management, atits sole discretion,
may maintain the vendors authorized list or provide electronic links to it. Vendors shall ensure that the District can
access one, and only one, version of the authorized lisf. The authorized list shall include, either directly or via electronic
link, the following: Contract number, contact person, part or product numbers and descriptions, ordering information,
and pricing information. If posted electronically by MDCPS, it will be monitored regularly on the following site:
http://procurement.dadeschools.net/.

Price lists must be provided as part of the bid package in hard copy and/or in electronic format on a 3.5-inch diskette or
compact disk, as a Word for Windows or Excel file. Any subsequent revisions shall be submitted in the same format,
for review and approval prior to implementation.

e "Word for Windows" or “Microsoft Excel”

« Font: Times New Roman 12

¢ Portrait only-no landscape

o No headers or footers




MIAMI-DADE COUNTY PUBLIC SCHOOLS

BID PROPOSAL FORM (FORMAT A) TO: THE SCHOOL BOARD OF MIAMI-DADE COUNTY FLORIDA
BID BUYER PAGE
142-CC1 L. Leasburg-Kramer SC2

10.

LAMINATING AND BINDING SUPPLIES

SPECIAL CONDITIONS CONTINUED

The initial authorized list shall be identical to the “benchmark” list submitted with the bid and used in making the award.
Vendors are free to offer greater discounts for individual fransactions and offer better discounts through the RFQ
process. Vendors may decrease, and shall never increase, the prices offered initially and may increase, but
never decrease, the percentage of discount.

SPOT MARKET PURCHASE: The awarded bidder({s) shall be pre-qualified to participate in Spot Market Purchases, as
required. The pre-qualified bidder{s) shall be invited to offer a fixed price for a specific item(s). These prices must
remain fixed and firm for not [ess than 30 business days, or as specified by the Request for Quote (RFQ), excluding any
and all holidays observed by the Board. All Request for Quotes must show the “Benchmark” price and the discounted
price. Pre-qualified bidder(s) will be placed in a database and shall be contacted via fax, letter, or E-mail for quotes. All
pre-qualified bidder(s} will be invited to-offer quotes.

At the time of the quote, the bidder offering the lowest fixed price, meeting specifications shali be awarded the item(s).
The award of one bidder for the item(s) does not preclude the ability of the remaining pre-qualified bidder(s) from
submitting offers for other quotations.

DELIVERY: All deliveries must be made within thirty (30) days after receipt of order. Prices quoted shall be F.O.B.
destination to various schools and departments throughout M-DCPS. it shall be the responsibility of the successful
bidders to include inside delivery.

METHOD OF PURCHASE: Allitems on a purchase order shall be supplied in a limited number of deliveries. Delivery
shall be made in the number of days specified by the schools and departments, and invoiced immediately upon
delivery. Allitems not fumished on the purchase order within the time specified may be cancelled, and/or the vendor
may be defaulted and fose eligibility to transact new business as stiputated in the Instructions To Bidders.

WARRANTY: The warranty for equipment, after delivery and acceptance by the school or department, shall be for one
(1) year on-site, including afl parts and labor. All warranty claims require a 24 hour response time, and all warranty work
shall be done within five days of notification from the end user. if repairs cannot be made within five days, the vendor
may be considered in default of the contract. A detailed description of all repair work shall be provided to the end user
within three (3) days after the work is completed. When performing any work at a school site, service personnel must
check in at the main office prior to performing any work.

BALANCE OF LINE PRODUCTS: Vendors may offer “balance of line” products which may include cases, and other
accessories. :

AREA REPRESENTATIVE: Bidder(s) mustindicate in the space provided, the name, address, and phone number of
the vendor representative who may make periodic scheduled visits to the schools and departments and who wilt be
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13.

14.

15.

16.

avaitable,'upon request, to resolve billing and delivery problems.
SPEC!AL CONDITIONS CONTINUED

UNAUTHORIZED SHIPMENT/SUBSTITUTION: Unauthorized substitutions and shipments could be grounds for
termination. Vendors shall be considered in default of the contract and shall lose eligibility to fransact new business
with the Board for a period of fourteen {14) months from the date of termination by the Board.

ERASURES OR CORRECTIONS: When filling out the Bid Proposal Form, bidders are required to use a typewriter or
complete bid proposal in ink.

1. Use of pencil is prohibited:
2. Do not erase or use correction fluid to correct an error.
3. All changes must be crossed out and initialed in ink.

Those bids for individual items that do not comply with items 1, 2 and 3 above will be considered non-responsive for
that item(s}.

VENDOR INFORMATION SHEET: All bidders are requested to complete the attached Vendor Information Sheet. In
order fo conduct new business uhder this bid, M-DCPS requires that the vendor(s) have a cuirent vendor application on
file. The information on both documents must be consistent. Failure to comply with this condition may cause the
Bidder(s) not to be awarded any new business. Vendor applications can be downloaded at,

hitp:fiprocurement dadeschools.net/ '

OCCUPATIONAL LICENSE: Any person, firm, corporation or joint venture, with a business location in Miami-Dade
County, Florida, which is submitting a bid, shall meet the County's Occupational License Tax requirements in
accordance with Chapter 8A, Article IX of the Code of Miami-Dade County, Florida. Bidders with a location outside
Miami-Dade County shall meet their local Occupational Tax requirements. A copy of the license is requested to be
submitted with the Bid Proposal. If the Bidder has already complied with this requirement, a new copy is not required
while the license i valid and in effect. Itis the Bidder's responsibility to resubmit a copy of a new license after expiration
or termination of the current license. Non-compliance with this condition may cause the bid not to be considered for
award.

INVOICING AND PAYMENT: Invoices shall contain the purchase order number, the Contract number, the “benchmark”
price, and the discounted price. Any deviation from this requirement may be grounds for termination of the contract. The
payment terms of the District are net 45 days after receipt and acceptance of item(s).

CREDIT CARDS: Some orders will be placed by individual schools or departments utilizing a district issued credit card
(currently up to $750) or petty cash as the form of payment. These orders will be made via phone or fax for direct
delivery and billing lo the requesting work location. Please note that credit card purchases will benefit all vendors by
providing immediate payment (i.e., within 48-72 hours) and eliminating the need to submit an invoice to the District's
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Accounts Payable Department or reconcile receivable balances. For credit card purchases, all vendors must have the
capability to accept fax orders, which must be confirmed by calling back the requesting work Iocatlon to verify prices and
SPECIAL CONDITIONS CONTINUED

obtain a credit card number. Only actual items shipped/delivered can be charged to the credit card account (i.e., no back-
orders). All purchase deliveries must include a packing slip or receipt/invoice listing the items and prices of goods
delivered. Forsecurity reasons, the credit card charge receipt showing the work location’s credit card number cannot be
attached to the packing slip or receiptfinvoice submitted as part of the purchase delivery. District wotk locations may
request for a vendor to maintain a secure record of their specific credit card account, that can be used by assigning an
alias or password, to avoid having to divulge the actual credit card number each time a purchase is made.

17.  CONE OF SILENCE: A Cone of Silence is applicable to this competitive solicitation. Any inquiry, clarification or
information regarding this bid must be requested in writing by FAX or E-mail to:

-Ms. Linda Leasburg-Kramer
Procurement Management
Fax #305-523-3367
E-mail: Lieasburg-Kramer@sbab.dade k12.fl.us

A copy of this written request must be sent simultaneously to:

lieana Martinez, School Board Clerk
Miami-Dade County Public Schools
1450 N.E. 2nd Avenue, Room 2688
Miami, Florida 33132
Fax #305-995-1448
“E-mail: martinez@dadeschools.net




The School Board of Miami-Dade County, Florida
Bid #142-CC0O1
BID PROPOSAL FORM (FORMAT B) Laminating Supplies

PLEASE COMPLETE
ALL SHADED AREAS

NAME DD

]Title: Laminating and Binding Supplies

[Buyer: . Leasburg-Kramer

B N
. ESTIMATED PRICE MANUFACTURER & MODEL
ITEM DESCRIPTION OF ITEM . QUANTITY UNIT PER UNIT NUMBER

ARRANTY, IF GREATER THAN ONE
YEAR
Before completing any portion of this bid each bidder
should be completely familiar with all the special
conditions and specifications. Group | items will be
awarded to the vendor offering the lowest firm unit price
per item. Group Il will be awarded to up to five vendors
I - [Jloffering the best discount off list.
™ GROUFT
: Fim, Laminating, 18" Width , .0015 X 500 feet on 1" soft 100 Each
core type. Must have end of roll markjng. Roli should be
poly wrapped. 4 rolls per case. Carton must be of
sufficient strength and inner packing to insure that rolls
are received in good condition. Must work satisfactorily on
GBC machines. GBC Naplam #3000003 or equal

2 JIFilm, Laminating, 25" Width , .0015 X 500 feet on 1" soft 1600 Each
core type. Musl have end of roll marking. Roll should be
poly wrapped. 4 rolls per case. Carton must be of
sufficient strength and inner packing to insure that rolls
are received in good condition. Must work satisfactorily on
GBC machines. GBC Naplam #3000004 or eqyal

CONTINUE TO PAGE TWO

' Page 1 ) FM-3738 Rev. (06-98)



The School Board of Miami-Dade County, Florida

[[42-CCoT__

Title: Lamanatmg and Bindmg Supplies

Buyer: [Buyer: L. Leasburg-Kramer

BID PROPOSAL FORM (FORMAT B) Bid #142-CC01

PLEASE COMPLETE
ALL SHADED AREAS

ESTIMATED PRICE MANUFACTURER & MODEL
ATEM DESCRIPTION OF ITEM QUANTITY UNIT PER UNIT NUMBER
GROUP I
f
[Percent Discount
Percentage discount off price list, preprinted br web
catalog prices for purchases by schools and departments
per bid specifications for laminating and binding supply
purchases other than those line listed above. SUBMIT
PRICE LIST WITH BID, Failure to do so may render a
bid non-responsive and gconstitute grotinds for
3{|Brand: Attalus % Off List
4"Brand: Banner American % Off List
5"Brand: Fellowes % OfFf List
GHBrand: GBC % Off List
7||Brand: Ibico % OFf List
8|IBrand: Ledco % Off List
QIIBrand: Velobind % Off List

Please provide the following information:

Company Representative:

Phone Number:

Fax Number:

Local/Toll-Free Phone Number:

Universal Resource Locatar (URL):

E-Mail Address:

Page 2

FM-3738 Rev. (06-98)



FROM. | | AFFIX
POSTAGE
HERE

THE SCHOOL BOARD OF MIAMI-DADE COUNTY, FLORIDA
BUREAU OF PROCUREMENT AND MATERIALS MANAGEMENT
ROOM NO. 352 BID BOX
1450 N.E. 2%° AVENUE
MIAMI, FLORIDA 33132

BID NO.: 142-CC01
BID TITLE: Laminating and Binding Supplies
BID OPENING DATE: 12/16/2003




THE SCHOOL BOARD OF MIAMI-DADE COUNTY, FLORIDA
Bureau of Procurement and Materials Management

NOTICE OF PROSPECTIVE BIDDERS

NO BID

If not submitting a bid at this time, for nformational purpose only, detach this sheet from the
bid documents, complete the information requested, fold as indicated, staple, affix postage
and return address, and mail. NO ENVELOPE |S NECESSARY.

NO BID SUBMITTED FOR REASON(S) CHECKED AND/OR INDICATED:

Our company does not handle this type of product/service.
We cannot meet the specifications nor provide an alternate equal product.

Qur company is simply not interested in blddmg at this time.
OTHER, {Please specify) ‘

We do not want to be retained on your mailing list for future bids for this type
or product and/or service.

Signature
Title
Company

NOTE: Failure to respond, either by submitting a bid or this completed form, may result in
your company being removed from thé School Board’s bid list. To qualify as a
respondent to the bid, vendor must submit a NO B/D.





