. » THE SCHOOL BOARD OF MIAMI-DADE COUNTY, FLORIDA
SCHOOL BOARD ADMINISTRATION BUILDING

Direct all inquiries to the
1450 Northeast Second Avenue
COMPLETE USING Miami, Florida 33132 B",m:,?;:rﬂzﬂ':mem:t"d
TYPEWRITER gement.
OR BUYER NAME:
BALL-POINT PEN A. Velazquez
ONLY. @ PHONE: (305) 995-1373
TDD PHONE (305) 995-2400

BIDDER QUALIFICATION FORM

BID NO. 148-AA05 BID TITLE Office Supplies Catalog Discount

BIDS WILL BE ACCEPTED UNTIL 2:00 PM ON 4/24/01 IN ROOM 351,
SCHOOL BOARD ADMINISTRATION BUILDING, 1450 NE 2ND AVENUE, MIAMI, FL. 33132, AT WHICH TIME THEY WILL BE
PUBLICLY OPENED. BIDS MAY NOT BE WITHDRAWN FOR __180  DAYS AFTER OPENING. OREFER TO INSTRUCTIONS TO
BIDDERS, para.[V.B.)

THE SUBMISSION OF THE BID BY THE VENDOR, ACCEPTANCE AND AWARD OF THE BID BY THE SCHOOL 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.

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

I 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 requirements as an entity to do business with the School Board of
Miami-Dade County, Florida.

18 INDEMNIFICATION

The Bidder shall hold harmless, indemnify and defend the indemnities (as hereinafter defined) against any claim, action,

loss, damage, injury, liability, cost or expense of whatsoever kind or nature including, but not by way of limitation,
attorney'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 other 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.

.  PERFORMANCE SECURITY. Refer to INSTRUCTIONS TO BIDDERS, para I.A.1., and VI., and check W 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

PREPARING OF BIDS

A. BIDDER QUALIFICATION FORM qualifies the bidder and the bid and must
be completed and submitted 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. Perdfomance security
shall not be submitted with the bid.

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

B. INSTRUCTIONS TO BIDDERS define conditions of the bid.

1. ORDER OF PRECEDENGCE, Any inconsistency in this bid shall be resolved by
giving precedence in the following order:

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

2. FOR MMWBE designated bids. The SPECIAL CONDITIONS-
MinorityWomen owned and controfied Business Participation Statement and the
MMWBE Certification Application MUST be completed and SUBMITTED with the
bid if the bidder is not certified by Miami-Dade County Public Schoals. Failure to
submit the completed application with the bid wil be considered non-responsive.

C. BID PROPOSAL FORM defines requirement of items to be purchased, and
must be completed and submitted as page 2 and subsequent pages, if any, of the
bid. The bidder should indicate s name in the appropriate space on each page.

1. ITEM SPECIFICATION. Specifying a certain brand, make or manufacturer is
1o denote the quality, type, and standard of the article desired. Articies offered
must be new merchandise only, of equal or superior grade. On blank lines
provided, the bidder is requested to insert the brand name, manufacturer's
number and other information necessary to sufficiently identify article offared.
Failure to do so may prevent consideration of the item. Also, refer to paragraph
IX: Packaging.

2. PROTEST OF SPECIFICATIONS. Any notice of protest of the specifications
contained in an invitation to bid shall be filed in writing with the Associate
Superintendent, Bureau of Procurement and Materials Management no later than
48 hours prior to the date and hour specified in the Bidder Qualification Form for
receipt of bids. Failure to file a timely notice of protest shall constituts a waiver of
proceedings.

3. PRICES. Prices are requested in units of quantity specified in the bid
specifications. In case of a discrepancy in computing the total amount of bid, UNIT
PRICE quoted will govem. All prices bid shall inciude delivery F.0 8. destination,
freight prepaid (bidder Pays and bears freight charges. Bidder owns goods in
transit and files any claims) and shall Include all cartage, drayage, packing, etc.,
delivered to and unloaded at the feceiving station at the site designated in BID
PROPOSAL FORMS and thers received by the designated agent of the Board.

4. TAXES. The Board does not pay Federal Excise and Stats taxes on direct
purd\asesofhngibbmmnalpmputy. The applicable tax exemption number is
shown on the purchase order. This exemption does not apply to purchases of
tangible personal property made by contractors who use the fangible persanal
property in the performance of contracts for the improvement of Board owned real
property as defined in Chapter 192 of the Fiorida Statutes.

SUBMITTING OF BIDS

A. BID FORMS AND ENVELOPES, Bids must be submitiad on forms fumished

by the Board and in sealed envelopes. Envelopes must be deardy marked with bid
number, bid tite and bid opening.

B. ERASURES OR CORRECTIONS. When filing 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 comection fluid to comect an eror,

3. All changes must be crossed out and initialed in ink.

These bids for individual items that do not comply with items 1, 2 and 3 above will
be considered non-responsive for that itemys).

C. PLACE, DATE AND HOUR. Bids shall be submitted by U.S. Mai,
Courier/Express Servics, or deposited in the BID BOX located in Room 351, 8:00
AM. 0 4:30 P.M,, Monday through Friday, SCHOOL BOARD ADMINISTRATION
BUILDING, 1450 N.E. Second Avenue, Miami, Florida 33132, Bids received after
the date and hour specified in the BIDDER QUALIFICATION FORM will not be
considerad.

D. PUBLIC ENTITY CRIMES. Section 287.133(2)(a) Florida Statute. A person
or affiiate 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 to provide any goods
or services to a pubiic entity, may not submit a bid on a contract with a public entity
for the construction or repair of a public building o 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 enfity, and may not transact business with any public entity 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 fist

E. SUBMITTING A “NO BID.” If not submitting a bid at this time, retum the form
entitied *NOTICE TO PROSPECTIVE BIDDERS.” Failure 1o respond, either by
submitting a bid or the *NOTICE TO PROSPECTIVE BIDDERS" form for three
consecutive imes may result in your company being removed from the School
Board's bid fist

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

CANCELLATION OF BIDS OR REQUEST FOR PROPOSALS

An invitation for bids or request for proposals, or other solicitations may be
canceled, in whole or in part, as may be specified in the solicitation, when it is in
the best interest of the Board. The reasons shall be made a part of the master
bid file,

A Pdorbopening,asoﬁdfaﬁonmaybemnceledinwholeorin part, prior to the
date and hour specified in the Bidder Qualification Form for receipt of bids, when
the Associate Superintendent, Bureau of Procurement and Materials Management,
determines In writing that such action is in the best interest of the Board for
reasons including, but not limited to;

1. The Board no longer requires the supplies, services, or construction;

2. The Board 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;

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

B. When a solicitaion s canceled prior to opening, notice of cancellation shall
be sent to all businesses solicited, via facsimile or mail and bids or proposals
retumed to the vendor unopened.

C. The notica of cancsliation shall;
1. ldentty the solicitation;
2. Briefty explain the reason for cancellation; and !
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3 Where it vropnate explair tha; 3r Jeccaunity will be giver 1c empete or any re
soiictatior - - any future procurements Jf similar supplies. services Jr constructior

"ne Board reserves the nght to warve fiquidated damages/loss of eligibility

IV CHANGE OR WITHDRAWAL OF BIDS

A. PRIOR TO BID OPENING. Should the bidder desire 1o change or
wmwmmmldosohwriﬁng. This communication is 1o be received
by the Executive Director, Division of Procurement Management, Room 364,

D. PURCHASE ORDERS. Purchase orders mailed to successful bidders are the
official notification to deliver materials described therein; and the time aliowed for
delivery begins with the date of the purchase order. In the event that the
successful bidder fails to deliver the materials in accordance with the terms and
conditions of the bid and purchase order, the bidder shal be considered in
default of the contract and subject to the default provisions stated in Instructions
to Bidders, Section V. E.

E.DEFAULT. In the event of default, which may include, butis not imited to non-

and/or poor performance, the awardee shall pay to the Board as
liquidated damages an amount equal to 10% of the unit price of the item(s)
awardodhmhqulnﬁlywhonnopumw“haboenhmd. 10 percent
ommmmmnmmmmbmmwwswo.whm
is greater. Where no performance bond or check has been required, each
awardee who fails 1o pay the liquidated damages within 15 days after 1t is invoked
hall lose efigibility to transact new business with the Board for a period of 14
mnhsﬁomdahothnnhaﬁonofmrdbyhm Bidders that are
determined ineligible may request a hearing pursuant to §120.569 , Fia, Stat, and
Schiool Board Rule 6Gx13-8C-1.064.

F. The intent of the bid documents is to inciude only the writtenrequirements for
materials, equipment, systems, standards and workmanship for the
proper execution and completion of the work by the Bidder. The bid documents
shall not be construed to create an entilement to any other scope of work except
as specified herein

School Board Administration Buikiing, prior to date and hour of bid opening. The Vi.  PERFORMANCE SECURITY (FOR SUCCESSFUL BIDDERS ONLY)
bidder's name, the bid number, the bid titie and the date the bid is due must
appear on the envelope. A. PURPOSE. A performance bond or check may be required to guarantee
performance.
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 B. BONDING COMPANY. Perfommance Bonds shall be written through a
specified on the "BIDDER QUALIFICATION FORM." reputable and responsidie surety bond agency ficensed to do business in the State
of Florida and with a surety Ccompany or corporation meeting both of the following
C. FAILURE TO ACCEPT BID AWARD. Bidders who, prior to the Bid Award by specifications:
the School Board of Miami- Dade County, Fiorida, indicate that they are unable to
accept the bid award shall either: 1. Awards Greater than $500.000
1. Pay to the Board, as liquidated damages an amount equal to 5% of the unit A minimum rating in the latest revision of Best's Insurance Reports of:
price bid times the quantity, or $10, whichever amount is larger, or
ntract Amoun Minimym Rating by A M. Best
2. Lose eligibility to transact new business with the Board for a period of 14
months from the date the Board acts on the withdrawn bid, $ 500,000.01 to $ 2,500,000 None
$ 2,500,000.01 to $ 5,000,000 B +orNA-3
AWARDS No Minimum Class
$ 5,000,000.01 to $10,000,000 A-Class IV
A. RESERVATION FOR REJECTION OR AWARD. The Board reserves the $10,000,000.01 or more A-ClassV
fight to reject any or all bids, to waive imegularities or technicafies, and to request
re-bids. The Board reserves the fight to award on an individual item basis, any Current certificate of authority as acceptable surety on Federal Bonds in
combination of iterns, total low bid or, if an aftemate bid Is accepted, on such terms accordance with the latest edition of the United States Treasury Department
as are specified for the altemate bid, whichever manner is in the best interest of Circutar 570 entited "Companies Holding Certificates of Authority as Acceptable
the Board. Sureties on Federal Bonds and as Acceptable Reinsuring Companies® shall be
accepted for an amount not exceeding the underwriting limitation thereon.
B. AWARD RECOMMENDATION. Bidder/Proposer information phone fines have
been established in Procurement Management. Bidders/propasers may calf 995- 2.
1375 each Friday o be advised of the recommended bidders or proposers and the Bonds shall be written with a surely company or corporation meeting the
time it is contemplated that the recommendation will be made. This information qualifications as set forth in Paragraph V1.8, above or the quaiifications set forth
will be provided by school System staff as available. In no casa will information as in section 287.0935, Florida Statutes.
to a recommended bidder/proposer be available later than the Friday preceding
the week when the award is scheduled o be made by the School Board or the C. AMOUNT. When required as defined therein, the fim or individual(s)
Superintendent. to whom an award has been made shall execute and deliver {o The School Board
of Miami- Dade County, Florida a Performance Bond, Cashier's/Certified Check,
Bidders and proposers may file letters of protest no later than 48 hours prior to the or equal.
Board Meeting for which the award is scheduled to be made. These letters of
protest will be reviewed by Stafl. Staff will offer the protesting bidder the 1. Awards less than $200,000 shall be exempt from performance security.
opportunity for a meeting to discuss the protest. If the bidder is not satisfied with
the response to the protest, he/she may request to address the School Board. 2. Perfarmance security shall not be required unless otherwise defined in the bid
Altematively, bidders may invoke the provisions of §120.569, Fla.Stat. Petitions specifications. If Performance security is required, #t shafl equal 100% of the award
for hearings on protests pursuant to §120.569, Fla. Stat, must be filed in amount.
* accondance with School Board Rule B6Gx13-8C-1,064. Protests filed later than the .
date specified herein are deemed waived. This provision supersedes and governs D. RELEASE OF PERFORMANCE SECURITY. Retum to the Awardee of their
over any conflicting provision in this document cash securty, or notification to the Awardee and the bonding company to cancel
) mepem«nmba\d.wlbemmaugoodslsewiceshmbeenaccepted
C. OFFICIAL AWARD DATE. Awards become official when made unless and invoices have been approved for payment.
otherwise specified in the award recommendation. .
VI 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. All samples must be identified with the bidder's name, bid number, iteu:n
number, and product name and number. Where non-compliance with this
requkementbmhd.saiditammaybemlderedasbemunidenﬂﬁabbandmay
not be efigible for consideration in the award recommendation.

8. All samples are to be delivered within 7 calendar days after receipt of
notfication from buyer, uniess otherwise stated in the Special Conditions of the bid.
It the bidder does not submit samples by the date and time indicated by the buyer,
the bid submitted for that item may not be considered for award. :
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¢ 3wder Twst ootain o the Matenals Controi Seco 3 sgned receipt
acknowledging delivery of samples  Bidder shall incluoe 3 seif-addressed,
stamped enveiope for retum of Sampie receipt when submiing samples by mail
or deiivery service. The bidder will receive the original copy Jf e receipt and the

d duplicate copy will remain with the Miami-Dade County Pubic Schools receiving
department as the file copy. Bidder shall be Solely rasponsibie 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 delivared to the following address:

MIAMI-DADE COUNTY PUBLIC SCHOOLS
MATERIALS CONTROL TESTING
7040 West Flagler Street
Miami, Florida 33144
Telephone Number: (305) 995-3290

Miami-Dade County Public Schools will not be responsible for samples sent to a
location other than the location mentioned in the Bid,

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

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

G. EVALUATION AND TEST RESULTS. interested bidders should contact the
buyer, prior to the recommendation for award, to determine whether the itemy(s)
submitted complies with the specifications requirements. If the tem(s) does not
comply, the buyer will advise the bidder to contact the Materials Control Section for
further details.

VIll. SUBSTITUTIONS. Should the bidder find it necessary b use a material,
equipment, prodict or system other than specified, the bidder shal secure from the
Board, through the Bureau of Procurement and Materials Management, written
approval for the use of the atemate materals, equipment, product or system. The
Board is notobligated to approve requests for substitutions and has the discration
to require the bidder to provide the materials as specified in the bid documents.
In no case shal the bidder be entitled to additional time and/or money arising out
of the Board's failure to approve requests for substitutions.

X.  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 successful
bidder shall fumish packaging as specified. All packaging, wrapping and
bundiing shall be adequate to insure that materiais wi be received in
undamaged condition. The Board assumes no responsibiity for damages of any
kind incurred in transit

B. CONTAINER IDENTIFICATION. The following identification shall be printed,
stenciled or legibly written in a conspicuous location on each shipping container;

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)

X.  PURCHASES BY OTHER PUBLIC AGENCIES. Wih the consent and
agreement of the successful bidder(s), purchases may be made under this bid
by Metropolitan Dade County, Florida, and other govemmental agencies or
political subdivisions within the State of Florida. Such purchases shall be
govemed by the same terms and conditions stated herein. This agreement in no
way restricts or interferes with the right of any State of Florida Agency or political
subdivision to re-bid any or all of these items.

Xl.  RECYCLING REQUIREMENTS. Miami-Dade County Pubc Schools supports
recyciing and recommends the use of recycled products whers .
Vendors are requested to submit a letter, along with their bid, indicating whether
each item bid andlor its packaging contain pre-consumer o post-consumer
wasts, and i the product and/or packaging may be recycled.

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

X

XV,

DELIVERY AND BILLING

A. DELIVERY. Saturdays, Sundays, and holidays excapted, deiveries

made as folows. Schools and Departments - ?(’),0 AM. 3;0:)h. l:::
Merchandise shall be unioaded anhemwngsaﬁonofhdesigmhddohq
point and received there by a designated agent of the Board, A delivery ticket,
or one copy of the invaice, prepared as indicated below, shail accompany each
delivery,

B. RECEIVING INSPECTION AND TESTING. Delivered items which do not

fulfill all 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 be issued by the successful bidder and shall
be submitted in DUPLICATE to the Accounts Payable Section, Room 602,
School Board Administration Building, 1450 N.E. 2 Avenue, Miami, Florida
33132. To be considered for payment each invoice must show the following
information which appears on the Purchase Order

1. Purchase Order Number 2. ltem Descriptions
3. Quantities and Units 4. Price Extensions
5. Total Price of all items on the invoice

D. PAYMENT. Unless otherwise specified by Miami-Dade County Public
Schools, payment will be made only after delivery, authorized inspection, and
acceptance. Payment will be made only to the successfiul bidder unless
otherwise requested in writing by the successful bidder and accepted by Miami-
Dade County Public Schools Administration. When bidders are directed to send
invoices 1o a schooal, the school will make direct payment to the bidder.

NO GRATUITY POLICY. It is the policy of the Bureau of Procurement and
Materials Management not to accept gifts, gratuities, or favors of any kind, o of
any value whatsoever, from vendors, members of their staffs, or families.

COMPLIANCE WITH FEDERAL REGULATIONS.

A. All contracts involving Federal fur '3 will contain certain provisions required
by applicable sections of Title 34, Section 80.36(1) and Section 85.510 Code of
Federal Regulations and are included by reference herein. The vendor certifies
by signing the bid that the vendor and its principals are not presently debarred,
suspended, proposed for debarment, declared ineligible or voluntarily excluded
from paricipation in Federally funded transactions and may, in certain instances,
be required to provide a separate written certification to this effect.

During the term of any contract with the Board, in the event of debarment,
suspension, proposed debarment, declared inefigible or voluntarily excluded from
participation in Federally funded transactions, the vendor shal immediately notify
the Associate Superintendent, Bureau of Procurement and Materals
Management, in writing.

Vendors will also be required to provide access to records which are directly
pertinent to the contract and retain alf required records for three years after the
grantee (The Board), or subgrantee makes final payment

B. For all contracts involving Federal funds in excess of $10,000, the Board
reserves the right to terminate the contract for cause as well as for convenience
by issuing a certified notice to the vendor.

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

THE BID.

THE SCHOOL BQ, DE COUNTY, FLORIDA
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MIAMI-DADE COUNTY PUBLIC SCHOOLS
BID PROPOSAL FORM (FORMAT A) TO: THE SCHOOL BOARD OF MIAMI-DADE COUNTY, FLORIDA
BID BUYER PAGE
148-AAQ5 A. Velazquez SC
TITLE

Office Supplies Catalog Discount

SPECIAL CONDITIONS

1. PURPOSE: The purpose of this bid is to establish a firm percentage discount to purchase office supplies for use by
Miami-Dade County Public Schools. The term of the bid shall be from August 1, 2001 through July 31, 2003 and may,
by mutual agreement between the School Board of Miami-Dade County, Florida and the awardee, upon final School
Board approval, be renewable for two (2) additional one (1) year period(s) and, if needed, 90 days beyond the
expiration date of the current contract period. The Board, through the Bureau of Procurement and Materials
Management, may, if considering to renew, request a letter of intent to renew from the awardee, prior to the end of the
current contract period. The awardee will be notified when the recommendation has been acted upon by the Board.
All percentage discounts shall be firm for the term of the contract. The successful vendor(s) agrees to this condition
by signing its bid.

2. PRICES: Prices shall be submitted in the form of a percentage discount to be deducted from the current preprinted
catalog prices and shall include delivery. Even though catalog prices may change throughout the year, the percentage
discount must remain firm for the entire contract period. If more than one catalog is submitted by the bidder, the
percentage discount must remain constant for all the catalogs submitted.

3. AWARD: In order to meet the needs of the school system and the best interest of the School Board, up to ten office
supply vendors, offering the best percentage discount off their current preprinted catalog, may be awarded this bid.
The award will be based on calculating the percentage discount off the current preprinted catalog on randomly selected,
high volume items.

Examples of acceptable published catalogs are: United Stationers and S.P. Richards.

Awarded vendors will be in the favorable position to compete for the School Board's business. These vendors will be
placed on the list of awarded vendors published and promulgated to all schools and departments. All prices shall be
subject to audit as to validity and accuracy at any time by school system personnel.

4, CATALOG: Bidder must furnish, with the bid, two copies of their current preprinted catalog. Each catalog shall have
a label with the following information, or the bid may be declared non-responsive.

Bid Number

Term of the Bid

Vendor Name

Vendor Number (if available)
Discount Off Purchase Orders
Discount Off Credit Cards
Contact Person

Contact Person Phone Number
Exceptions From The Bid

FM-2336 Rev. (06-98)



MIAMI-DADE COUNTY PUBLIC SCHOOLS'
BID PROPOSAL FORM (FORMAT A) TO: THE SCHOOL BOARD OF MIAMI-DADE COUNTY, FLORIDA
BID 148-AA05 BUYER A. Velazquez PAGE o0
TITLE

Office Supplies Catalog Discount

SPECIAL CONDITIONS CONTINUED

Bidders will be expected to deliver this same catalog, if awarded, to all Miami-Dade County Public Schools locations
within Miami-Dade County, Florida, at no cost to Miami-Dade County Public Schools. Under no circumstances wil
catalogs be accepted by our mailroom for distribution to the various Miami-Dade County Public Schools locations. A
list of all Miami-Dade County Public School locations will be mailed to the successful bidders upon award.

5. DELIVERY: Initial delivery must be completed within twenty-four (24) hours after receipt of purchase order and balance
completed within fourteen (14) days. All deliveries will be made to schools and departments as indicated on each
purchase order.

All vendors must offer inside delivery (F.O.B. destination) to the various Miami-Dade County Public Schools locations
within Miami-Dade County, Florida. Failure to offer inside delivery and F.O.B. destination will result in the
disqualification of the bid submitted.

. Material back-ordered should be clearly indicated on the packing slip. Schools, departments, and centers reserve the
right to cancel back-orders at any time and purchase from another vendor. It is the responsibility of the vendor to
contact the originating location to verify if they still want the back-ordered items.

6. PICK-UP: Various schools, departments, and centers, at their option, may pick-up office supplies from the successful
bidder's place of business. Office supplies that are picked-up shall be priced in accordance with the discounted prices.
State sales tax shall not be applied to items picked-up.

7. INTERNET HOME PAGE: It is the intent of the Bureau of Procurement and Materials Management to distribute contract
and product information to users on the Intemet World Wide Web (WWW).

The following components-and activities will be required of each vendor when the service becomes available.

While not required at this time, each vendor is encouraged to develop and maintain a Home Page on the Internet
WWW. The Home Page must be built and then maintained over the life of the contract to be compatible with the most
recent version of browser software being used by M-DCPS. As of the writing of this bid, Netscape Communicator
Navigator 4.xx or greater is the M-DCPS browser standard.

The Universal Resource Locator (URL) for the Internet Home Page must be listed in the space provided on the Bid
Proposal Form, if available.

FM-2336 Rev. {06-98)




MIAMI-DADE COUNTY PUBLIC SCHOOLS

BID PROPOSAL FORM (FORMAT A) TO: THE SCHOOL BOARD OF MIAMI-DADE COUNTY, FLORIDA
BID BUYER PAGE

148-AA05 A. Velazquez SC3
TITLE

Office Supplies Catalog Discount

SPECIAL CONDITIONS CONTINUED

8. CATALOG UPDATES: The discount, terms and conditions of this bid are to remain firm throughout the contract period.
If, during the contract period, the successful bidders issues a replacement to the catalog(s) submitted with the bid, such
replacement shall be forwarded to Miami-Dade County Public Schools, Division of Procurement Management and
Materials Testing, Buyer E, 1450 N.E. 2™ Ave, Room 352, Miami, Florida 33132, for approval. After the catalog is
approved, the successful bidder must deliver copies of the replacement catalog to all locations, at no cost to Miami-
Dade County Public Schools.

9. CREDIT CARD PURCHASES: Some orders will be placed by individual schools or dep.irtments utilizing a district
issued Visa credit card as the form of payment. These orders will be made via phone o fax for direct delivery, and
billing shall be made to the requesting work location. Please note that credit card purchases will benefit all vendors by
providing immediate payment (i.e., with 48-72 hours) and eliminating the need to submit an invoice to the district's
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 location to verify prices

- and obtain a credit card number. Only 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. For security reasons, the credit card charge receipt showing the work location's credit card number cannot
be attached to the packing slip or receipt/invoice submitted as part of the purchase delivery. District work locations may
request a vendor to maintain a secure record of their credit card account, that can be used by assigning an alias or
password, to avoid having to divulge the actual credit card number every time a purchase is made.

For clarification on billing issues, please call Ana Someillan at (305) 995-2027.

10.  REBATES AND SPECIAL PROMOTIONS: The successful vendor(s) shall pass on all rebates and special promotions
offered by the manufacturer during the term of the contract to M-DCPS. It shall be the responsibility of the vendor to
notify the district of such rebates and/or special promotions during the contract period.

Special pfomotions shall be offered by the vendor(s) to the district provided that the new price charged for the item(s)
isfare lower than what would otherwise be available through the contract. It is understood that these may be of limited
duration by the vendor(s). At the end of such promotion, the standard contract price shall prevail.

1. EXPENDITURES: No guarantee is given or implied as to the total quantity or dollar value of this bid. M-DCPS is not
obligated to place any order with any vendor participating in this bid. Order placement will be based on the needs and
interest of M-DCPS. However, all M-DCPS locations will be urged to refer to catalogs and discounts of the successful
bidders in an attempt to fill their requirements at the lowest net price.

12. EXEMPTIONS FROM THIS BID: Purchases shall not include items available at lower prices on other M-DCPS bids,
State of Florida contracts, and/or other state, local and political subdivision governmental contracts. M-DCPS reserves
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BID PROPOSAL FORM (FORMAT A)

MIAMI-DADE COUNTY PUBLIC SCHOOLS

TO: THE SCHOOL BOARD OF MIAMI-DADE COUNTY, FLORIDA

BIP BUYER PAGE
148-AAQ5 A, Velazquez SC4
TITLE
Office Supplies Catalog Discount
SPECIAL CONDITIONS CONTINUED
the right to bid or quote separately any item(s) if deemed to be in the best interest of the School Board, Schools,
departments, and centers shall purchase items stocked at Stores and Mail Distribution and not from outside vendors.

13.  EXCLUSIONS FROM BID: The following items shall not be ordered using this contract.

Computers

Cleaning Supplies
Copiers

Food and Beverages
Printers

Vacuum Cleaners
Office Furniture

14.  COMPANY REPRESENTATIVE: Bidders must indicate in the space provided on the “Bid Proposal Form”, the name,
address, and telephone number of the representative who would make scheduled visits to the schools, departments,
and centers, and be available upon request to resolve billing and delivery problems.

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

16.  RESTOCKING: M-DCPS will not pay a restocking charge for items returned in new, unused condition within thirty (30)
days after time of delivery. :

17. PACKING SLIPS: It will be the responsibility of the successful bidder to attach all packing slips to the outside of each
shipment. For security reasons, the credit card numbers cannot be attached to the packing slip, receipt, or bill of sale
submitted as part of the delivery. Packing slips must reference the Purchase Order Number. Failure to attach a packing
slip to the outside of the shipment will result in the refusal of the shipment.

18.  SUBMITTAL OF INVOICES: All bidders are hereby notified that any invoices submitted as a result of the award of this

bid must be in the same format as the purchase order released. Each line of the invoice must reference in order, the
corresponding single line shown on the purchase order, with respect to description, unit price, quantity, and line item
amount. A single line must not correspond to or commingle the cost shown on multiple purchase order lines.

Invoices for purchase orders generated in the Division of Procurement Management and Materials Testing shall be
invoiced to the Accounts Payable Section, School Board of Miami-Dade County, Florida, P.O. Box 01-2570, Miami,
Florida, 33101. Invoices must show the purchase order number and the entire “ship to” location exactly as shown on
the purchase order.
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MIAMI-DADE COUNTY PUBLIC SCHOOLS

BID PROPOSAL FORM (FORMAT A) TO: THE SCHOOL BOARD OF MIAMI-DADE COUNTY, FLORIDA
BID BUYER PAGE

’ 148-AAQ5 A. Velazquez SC5
TITLE

Office Supplies Catalog Discount

SPECIAL CONDITIONS CONTINUED

An invoice submitted that does not follow the same format and line numbering as shown on the purchase order, may
be retumed to the vendor by the Accounts Payable Department for correction. Continual submittals of incorrect invoices
shall be cause for termination. Vendors shall be considered in default of the contract and shall lose eligibility to transact
new business with the School Board for a period of fourteen (14) months from the date of termination by the School
Board. ‘

19, 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).
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The School Board of Miami-Dade County, Florida
Bid #148-AA05
Office Supplies Catalog Discount

BID PROPOSAL FORM (FORMAT B

Bid # 148-AA05
Title: Office Supplies Catalog
Buyer: A. Velazquez

Discount

PLEASE COMPLETE
ALL SHADED AREAS

. PERCENTAGE NAME AND EFFECTIVE ITEMS
ITEM DESCRIPTION OF ITEM DISCOUNT DATES EXCLUDED FROM
OF CATALOG DISCOUNT

Before completing any portion of this bid each bidder should
be completely familiar with all the special conditions and
specifications. With its bid each bidder shail furnish two (2)
copies of each catalog. Each bid shall be completed fully as
indicated.

Percentage discount off preprinted catalog prices for
purchases by schools and departments per bid specifications
using purchase orders and credit cards.
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