OFFICE OF PROCUREMENT
REQUEST FOR PROPOSAL TITLE: OFFICE PRODUCTS AND SERVICES
RFP NUMBER: E520-039
RFP CLOSING DATE: MAY 11, 2020 @ 3:00 PM

MONTGOMERY
COLLEGE

ADDENDUM #3

Issued: April 28, 2020

ADDENDUM FOR THE PURPOSE OF:

= To extend the closing date from May 8, 2020 at 3:00 pm to May 11, 2020 at 3:00 pm
= To provide the attached questions & answers
= Toreplace Section 8 Price Proposal, with the attached revised Price Proposal

All other specifications, terms and conditions remain unchanged.

—

T v e N W

Patrick Johnson, MBA
Director of Procurement

Please sign below to acknowledge receipt of this Addendum and return with the proposal. Failure to return
this Acknowledgement of Addendum may deem a proposal nonresponsive.

NOTE: All proposals MUST BE RECEIVED electronically (NEW) by 3:00pm Eastern Standard Time on May 11, 2020.

REMINDER: Electronic proposal and addendum or addenda shall be sent to the following email address prior to the
submittal deadline date and time at vendor.proposals@montgomerycollege.edu. No responses will be accepted
after this date and time.

Company Name Authorized Signature

Date Printed/Typed Signature


mailto:vendor.proposals@montgomerycollege.edu

OFFICE OF PROCUREMENT
REQUEST FOR PROPOSAL TITLE: OFFICE PRODUCTS AND SERVICES
RFP NUMBER: E520-039
RFP CLOSING DATE: MAY 11, 2020 @ 3:00 PM

Vendor Questions MC Response

1. Regarding your existing contract with your current vendor, There are no exceptions listed.
it is stated that your catalog discount is 65.1% off of
manufacturer list price. Can you please provide all exceptions
that were listed by incumbent vendor?

2. The RFP is due electronically by 3 p, EST, May 8. Yes, a single hard copy proposal is still required. It is
Considering the current stay at home orders in Maryland, is preferred that hard copy proposal be submitted by the
there still a requirement to submit a hard copy as well? If proposal submittal deadline date, but not required.

yes: is the hard copy due at the same time? Hard copy proposal must be received by the College

prior to contract award.
3. We see printers are listed as blocked items, but notice Printers will be excluded from this contract. Printers and
two printers (one with a quantity of 100 and the other associated quantities have been removed from the Price
with a quantity of 66) on the bid list: Proposal. Original Price Proposal has been replaced by
a. Do you have a printer standards program? the attached, “REVISED PRICE PROPOSAL”

b. Will similar quantities of these two printers by
ordered annually?
c. Were these printers purchased as a bulk/on

time buy?
d. Ishardware included in the HP bid deal?

4. The estimated annual spend on the RFP is 1.1m: 2017 = $985,315

What was the annual spend on the contract for each of 2018 = $871,719

the last three years individually? 2019 = $1.1 million

5. There is a printer on the Price Proposal, line 85: Printers will be excluded from this contract. Printers

HEWE3EO3A. Printers are not included in this bid and associated quantities have been removed from

however. Do you still want this item priced? the Price Proposal. Original Price Proposal has been
replaced by the attached, “REVISED PRICE
PROPOSAL”
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OFFICE OF PROCUREMENT
REQUEST FOR PROPOSAL TITLE: OFFICE PRODUCTS AND SERVICES
RFP NUMBER: E520-039
RFP CLOSING DATE: MAY 11, 2020 @ 3:00 PM

SECTION 8 — REVISED PRICE PROPOSAL ‘

In order to be considered for award, Offeror must bid on all items listed below. Offeror must provide unit pricing for each line
item, in addition to extended (total annual) price.

GROUP I: CORE CONTRACT ITEMS

Product Code Description Unit Annual Total
Price Qty Annual

Price

1 | HAM162008 PAPER,LTR,TIDAL,WE cT 1,846 | $
2| BLZ41200 PAPER,LTR,98BRT,WHITE,5000/CT cT 652 $
3| XER3R02047 PAPER,LTR,F/4200DP,WE 928 RM 588 $
4 | SAN81505 ERASER,DRY ERASE SOFT PILE,5 1/8W X 1 EA 490 $
1/4H
5 | WBM97200 PAPER,FLGSHP BRIGHT8.5X11,98BR,20# CT 450 $
6 | PERR11476903DP WATER,ECO,DEER cT 437 $
PARK,1/2L,24/CT,NONDEPOSIT
7 | SANB0001 MARKER,EXPO 2,CHISEL,BK DZ 423 $
8 | BLZH205GS WATER 5GAL JUG BLIZZARD,SOUTH EA 385 $
9 | UNV10210 CLIP,BINDER,MEDIUM DZ 367 $
10 | UNV47210 CARD,INDEX,RULED,3X5,WE [LL0275377] PK 366 $
11 | HEWC2P23AN INKCART,HP 934XL,HY,BK-1K EA 363 $
12 | BICGSM11BK PEN,ROUND STIC,MED,BK DZ 329 $
13| PERR100705DP WATER,DEER PARK,48/80Z,NONDEPOSIT cs 327 $
14 | SANS0008 MARKER,EXPO2,CHISEL,PURPLE,EA EA 326 $
15 | UNV10200 CLIP,BINDER,SMALL,BC05,99020,78200 DZ 313 $
16| DIX12886 PENCIL,ORIOLE #2,PRESHRP DZ 308 $
17 | OXF29900055BGD HOLDER,CERTIFICTE,5/PK,BK PK 305 $
18 | AAGAY200 PLANNER,PROF,MO,8X11-7/8,AY,JUL- EA 303 $
AUG,BK [SO]
19 | VER95236 DRIVE,USB 4GB,RD EA 291 $
20 | HEWF6U19AN INKCART,HP 952XL,BK-2K EA 269 $
21 | AVEO5706 BINDER,VIEW, EA 247 $
1/2"WHITE,(18517)(WLJ36213W)(BSN09951)
22 | HEWC8767WN INKCART #96 21MIL BLK-800PG EA 239 $
23 | SAN80003 MARKER,EXPO,2,CHISEL,BE DZ 233 $
24 | SAMUB6308 BNDR,1",VIEW,2PK,GPE PK 215 $
25 | UNV79000 STAPLE,SHARP PT,5M/BX(66000 BX 206 $
26 | HEWC2P19AN INKCART, F/HP 934 BLK-400PG EA 204 $
27 | HEWN9HB5FN INCART,HP935 CVP CMY,AST PK 201 $
28 | MEA05510 BOOK,THEME,10.5X8,70CT EA 195 $
29 | AVEO5711 BINDER,VIEW, 1" WHITE (WLJ36214W) EA 186 $
30 | MMM691HLP3 FLAG PEN HIGHLIGHTER 3PK PK 186 $
31| HEWC2P26AN INKCART,HP 935XL HY,YL-825PG EA 182 $
32| HEWCNO53AN INKCART, 932 XL,BK-1K EA 171 $
33| HEWC2P24AN INKCART,HP 935XL HY,CN-825PG EA 170 $
34 | NES35110BX FOOD SRV,CREMR,LIQUID,REG,.38 0Z,50/BX | _BX 167 $
35 | HEWC2P25AN INKCART,HP 935XL HY,MG-825PG EA 166 $
36 | HEWC9363WN INKCART #97 TRICLR 14ML-560PGS EA 161 $
37 | UNV10220 CLIP,BINDER,LARGE, 78220 DZ 159 $
38| VER97087 DRIVE,USB FLASH 4GB,BE EA 156 $
39 | SAN80002 MARKER,EXPO,2,CHISEL,RD DZ 155 $
40 | AVE23079 INDEX,BNDR,LTR,8TAB,CLRD ST 152 $
41 | CLI06650 BNDR,POCKET,WRTON,AST ST 151 $
42 | MAX190560 HEADSET,EAR BUD,BK EA 150 $
43| SANB0004 MARKER,EXPO,2,CHISEL,GN DZ 150 $
44 | UNV10199 CLIP, BINDER, 15MM,DZ DZ 145 $
45 | UNV55400 PENCIL,HB #2,YELLOW BARREL,DOZEN DZ 141 $
46| HEWNOK27AN INKCART,HP952,CYN, MAG, YEL 3/ PK PK 140 $
47 | HAM103267 PAPER,FORE MP.LTR,20#,WE CT 139 $
48 | DXE5356CD CUPS,HOT,160Z,PERFECTOUCH,COFFEE PK 138 $
DREAMS,50/PK
49 | CASMP2201BE PAPER,XERO/DUP,20#,LTR,BE RM 134 $
50 | OXF29900235BGD HOLDER,CERTIFICTES/PK,DBE PK 134 $




OFFICE OF PROCUREMENT
REQUEST FOR PROPOSAL TITLE: OFFICE PRODUCTS AND SERVICES
RFP NUMBER: E520-039
RFP CLOSING DATE: MAY 11, 2020 @ 3:00 PM

SECTION 8- REVISED PRICE PROPOSAL-continued ‘

51 | DIE60052101 KCUP, DONUT SHOP, REGULAR, 24/BX, SLIM BX 134 $
52 | BICGSM609BK PEN,ROUND STIC 60 PACK,BK BX 130 $
53 | AVE19601 BNDR,DURBLE VIEW 1IN,WHITE EA 129 $
54 | CASMP2201CY PPR,8.5X11,20LB,CANARY,500/RM(LMPIT160) RM 128 $
55 | HEWCNOS6AN INKCART,933XL,YL-825PG EA 126 $
57 | AVE17001 BNDR,DURBLE VIEW 1/2,BK EA 123 $
58 | HEWCNO54AN INKCART, 933 XL,CN-825PG EA 121 $
59 | UNV72220BX CLIP ,JUMBO,SMOOTH,100/BX BX 120 $
60 | VER97088 DRIVE,USB FLASH 8GB,BE EA 119 $
61 | HEWLOS67AN INKCART,HP 952XL,YL-1.6K EA 118 $
62 | OXF44212 HOLDER,DPLMA CERT12X10,BE EA 117 $
DMN401424 SUGAR,GRANULATED,CANISTER,20 EA 116 $
63 0Z.,24/CT(00725)
64 | PAP2254 PENCIL,WARRIOR #2,BK DZ 115 $
65 | HEWLOS61AN INKCART,HP 952XL,CN-1.6K EA 115 $
66 | ORT5001M MARKER,ENDURA,CHSL4ST,AST ST 114 $
67 | HEWCNO45AN INKCART,950XL,BK-2.3K EA 114 $
68 | HEWCNO55AN INKCART,HP 933XL,MG-825PG EA 113 $
69 | SAN1752229 CLEANER,EXPO 220Z NONTOX EA 112 $
70 | KCC21200 TISSUE,FACIAL,2PLY,POP-UP,WHITE,3/PK PK 112 $
71 | HEWC2P21AN INKCART, F/HP 935-MAG-400PG EA 112 $
72 | HEWLOS64AN INKCART,HP 952XL,MG-1.6K EA 111 $
73 | AVE05726 BINDER,VIEW, 1.5" WHITE, (18557)(WLJ36234W) EA 110 $
74 | AVE74171 SHEET PROTECTOR,NONSTIK,CLR PK 109 $
75 | HEWC2P22AN INKCART, F/HP 935-YEL-400PG EA 109 $
76 | CRD26310 BNDR,XLIF,SLT RNG,1.5"WE EA 108 $
77 | DXE2340PATHPK CUP,HOT,PAPER,100Z,PATHWAYS,50/PK PK 107 $
78 | TOP25095 NOTEBOOK,MEMO,5X3,SIDOPN EA 105 $
79 | GOJ965212 CLEANER,PURELL,INS,HND,80Z EA 105 $
80 | HEWC2P20AN INKCART, F/HP 935- CYN-400PG EA 105 $
81 | UNV72210 CLIP #1,GEM,SMOOTH,IM/PK PK 104 $
82 | NES35170BX FOOD,CREMR,LIOD,FRNCHVNLA,.380Z,50/BX,4BX/CT BX 104 $
83 | CASMP2201GN PAPER,XERO/DUP,20#,LTR,GN RM 102 $
84 | WBM20630 PAD,LGL RULD,PERF,LTR,WE (20-360) DZ 102 $
DXE5310DXPK CUP,HOT,PAPER,PERFECTOUCH,100Z,COFFEE PK 99 $
86 HAZE,25/PK
87 | SWI35450 STAPLES,FULL STRIP,5M/BX BX 98 $
88 | GMT6520 KCUP, GMT, BREAKFAST BLEND LIGHT, 24/BX, SLIM BX 98 $
89 | SAN80078 MARKER,EXPO,CHSL,8/ST,AST(80678) ST 97 $
90 | BICGSM11BE PEN,ROUND STIC,MED,BE DZ 96 $
91 | JAM218912242 PLASTIC 1" BINDER, PURPLE 3 RING BINDER, EA EA 96 $
92 | CSOSL300SV CALC,HHLD,DUALPWR,8DIGIT EA 95 $
93 | WBM12113 FOLDER,MLA,1/3 CT,LTR,100EA/BX [370-1/3] BX 95 $
94 | DEF69201 HOLDER SIGN STAND-UP LETTER EA 95 $
95 | PAP3030131 PENCIL,#2LEAD,DISP (DOZEN) DZ o1 $
96 | GEO45332 COVER,DOCUMENT COVER,NY PK 01 $
97 | AVE11903 DIVIDER,PLST PCKT 8TB,AST ST 90 $
98 | SAN82001 MARKER,EXPO 2,BULLET,BK DZ 90 $




SECTION 8- REVISED PRICE PROPOSAL-continued ‘

OFFICE OF PROCUREMENT
REQUEST FOR PROPOSAL TITLE: OFFICE PRODUCTS AND SERVICES
RFP NUMBER: E520-039
RFP CLOSING DATE: MAY 11, 2020 @ 3:00 PM

GMT4061 KCUP, GMT, DARK MAGIC EXTRA BOLD, 24/BX, BX 90 $
99 SLIM
100 | KCC21271PK TISSUE,FACIAL,BOUTIQ,6/PK PK 89 $
101 | DXEFH207 FORK,PLASTIC,PS,HW,WHITE,100/BX BX 89 $
102 | NESR50055 WATER,DISTILLED,5 GAL, DEER PARK EA 89 $
103 | MMMC38BK DISPENSER, TAPE,DESK,BK EA 86 $
104 | AVE11201 DIVIDER,INDEX 8TAB,AST ST 85 $
105 | BLZH205GSDEPOSIT BOTTLE,DEPOSIT,5G,SOUTH EA 85 $
106 | AVE05710 BNDR,ECONO VIEW 1 IN,BK,(18530)(WLJ36214B) EA 85 $
107 | HEWC9353FN INKCART,96/97 BLK (860PG) & TRICOL(560PG) PK 84 $
108 | NES35180BX CREAMR,LQD,CFFEMT,HZLNUT,.38 OZ, 50/BX BX 83 $
109 | CASMP2201PK PAPER,XERO/DUP,20#,LTR,PK RM 83 $
110 | SOUCTIR AWARDS,CERT,BLUE,15/PK,IY PK 83 $
110 | OXF5049526 FOLDER,METALLIC 2 PKT,PE BX 83 $

MEA06132 NOTEBOOK,BUS,MEETNOTES,WIRE,8- EA 82 $
111 1/4X11,80SH,BK
112 | HEWCNOG60AN INKCART,HP 933,YL-330PG EA 82 $
113 | UNV00700 STAPLE REMOVESR(93050,95691) EA 81 $
114 | GOJ902210BX WIPES,PURELL,SANITIZING BX 81 $
115 | DIX13830 PENCIL,TIC #2 PRESHARP, YL,30/PK PK 80 $
116 | MKL24002 CREAMER,CAN,120Z,24/CT(DMNQ700) EA 79 $
117 | BAL8574GM DISPENSER,LENS CLNER100BX BX 78 $
118 | AVE74404 PROTECTOR,DSPLY,10/PK,CR PK 76 $
119 | HEWCNO59AN INKCART,HP 933,MG-330PG EA 76 $
120 | GEO44407 PAPER,CERTIF 60# 12SH,GD PK 75 $
121 | GOJ363912 SANITIZER,PURELL,ALOE,120Z EA 75 $
122 | CRD11111 BNDR,ESYOPN,CV,LCK1.5",BK EA 75 $
123 | DXEUX9WSPK PLATE,ULTRALUX,MW,8.5",PATHWAY,125/PL PK 75 $
124 | DXE2342PATHPK CUP,HOT,120Z,PATHWY,50,WH PK 74 $
125 | AVE17012 BINDER,VIEW 1"WHT EA 73 $
126 | AVE09501 BNDR,SLNTRNG,11X8.5,2",WE (WLJ38544W) EA 73 $
127 | OXF57513 PORTFOLIO,2PCKT,ASST,25BX BX 73 $
128 | SAN69025 PEN,RBALL,VSNELT,FN,PE EA 72 $
129 | PGC87611BX TISSUE,PUFFS,BSC,180SH,WHT BX 72 $

AAGSK2400 CALENDAR,DESK PAD,MO,22X17,JAN- EA 72 $
130 DEC,BK/WE
131 | CASMP2201LV PAPER,FRWX,8.5X11,20LB,LV RM 72 $
132 | UNV47200 CARD,INDEX,PLAIN,3X5,100EA/PK,WE[74814] PK 71 $
133 | OXF40280 CARD,INDX,RULD,3X5,AST,1C PK 71 $
134 | AVE11111 INDEX,BNDR,11X8.5,8CLRD ST 70 $
135 | HEWCNO58AN INKCART,HP 933,CN-330PG EA 70 $
136 | HEWN9H56FN INKCART,HP933,CMY,3/PK PK 70 $
137 | HEWCE401A TONER,HP 507A,CYN-6K EA 70 $
138 | SAM18957 BINDER,RECYCLED,INSERT,1.5",WHITE EA 69 $
139 | HEWF6U15AN INKCART,HP 952, BK-1K EA 69 $
140 | MMM209024A TAPE,PAINTERS,.94X60,BLUE RL 66 $
141 | BICMPLWS11BLK PENCIL,MECHANICL,0.9MM,BK DZ 66 $
142 | SAN30001 MARKER,SHARPIE,FINE PT,BK (EA=1 MARKER) DZ 66 $
143 | HEWCNO57AN INKCART, 932,BK-400PG EA 66 $
144 | DURMN2400B24000 BATTERY,COPPRTP,AAA,24/BX (MN2400BKDO01) BX 66 $
145 | OXF51726 PORTFOLIO,LTR,PE BX 66 $
146 | HEWCE403A TONER,HP 507A,MAG-6K EA 66 $
148 | BWK6500BX TISSUE,FACIAL,2PLY,30/100 BX 65 $
149 | ZEB22210 PEN,BPT,RET,Z-GRIP,1MM,BK DZ 65 $
150 | HEWCF300A TONER,BLK.#827A,F/M880-29.5K EA 65 $

GROUP | CORE ITEM GRAND TOTAL | $




OFFICE OF PROCUREMENT
REQUEST FOR PROPOSAL TITLE: OFFICE PRODUCTS AND SERVICES
RFP NUMBER: E520-039
RFP CLOSING DATE: MAY 8, 2020 @ 3:00 PM

MONTGOMERY
COLLEGE

ADDENDUM #2

Issued: April 23, 2020

ADDENDUM PURPOSE:

= To provide the attached questions and answers.

= To change due date for questions and answers from 4:00 pm, April 22, 2020 to 4:00 pm, April 27, 2020.

All other specifications, terms and conditions remain unchanged.

Patrick Johnson, MBA
Director of Procurement

Please sign below to acknowledge receipt of this Addendum and return with the proposal. Failure to return
this Acknowledgement of Addendum may deem a proposal nonresponsive.

NOTE: All proposals MUST BE RECEIVED electronically (NEW) by 3:00pm Eastern Standard Time on May 8, 2020.

REMINDER: Electronic proposal and addendum or addenda shall be sent to the following email address prior to the
submittal deadline date and time at vendor.proposals@montgomerycollege.edu. No responses will be accepted
after this date and time.

Company Name Authorized Signature

Date Printed/Typed Signature
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OFFICE OF PROCUREMENT
REQUEST FOR PROPOSAL TITLE: OFFICE PRODUCTS AND SERVICES
RFP NUMBER: E520-039
RFP CLOSING DATE: MAY 8, 2020 @ 3:00 PM

Vendor Questions MC Response

1. Can you provide access to your HP Big Deal, permission
from Montgomery College is required? This is needed to
access the big deal pricing available to the College and
include in our proposal.

In order to access Montgomery College’s Hewlett Packard
(HP) Big Deal pricing, vendors must be an HP Qualified
Partner for Supplies. If you meet the requirement please
contact David Catalano, HP Account Manager at
david.t.catalano@hp.com for assistance.

2. The due date on questions is currently due April 22,
2020. Can we request an extension for the questions to
April 24, 2020 to allow for a thorough review of the RFP?

The deadline for the submission of questions has been
extended to April 27, 2020, by 4:00 pm.

3. The RFP states the annual spend on your office supply
program is 1.1 million annually: what percent of that 1.1
million is represented by the bid list?

50% to 60%

4. Do you know what your average order size is?

The average size of an order may vary based on the
needs of the departments.

5. We see there are five gallon water bottles and a
bottle water deposit fee on the bid list:
a. Do you have a bottled water program in
place?
b. Do you rent or own your own water coolers
used with those bottles?

a. The College does not have a bottled water program
in place.
b. Department(s) both rent and/or buy water coolers.

6. Who is the current office supply contractor?

WB Mason Company

7. We see MBE’s are encouraged to respond, how is
that calculated into the evaluation criteria point total?

Minority participation is encouraged, but is not a part
of the evaluation criteria.

8. Section 2.3 has a different response time than
section 4.6, which response time frame is correct?

It should read:
=2-4 hours or less response time for all problem calls and
inquiries.
=24-hour problem resolution response time.

9. Will the Headquarter building on Observation Drive be
included in the contract, as well as any new locations to
added? It is not on the delivery locations list.

The Germantown campus located at 20200 Observation
Drive will be included in the contract as well as any new
buildings that are added. Check website at
https://www.montgomerycollege.edu/about-
mc/campuses-and-locations/ for campuses and locations.

10. How many end users place orders?

There are up to 200 active accountholders.

11. Invoicing/Payment. We see the reference to p-cards in
addition to invoicing in the RFP:
a. What percentage of the purchases are via p-card?
b. What percentage of the purchases are invoiced?
c. Istheinvoice frequency daily, weekly or monthly?
d. Are the payment terms net 30 on invoicing?

a. 70%

b. 30%

c. Monthly.

d. Invoice payment terms should be net 30.

12. Non-core discount.

a. What is the non-core discount on your current
contract?

b. How are items which are not in that catalog
priced?

c. What is the estimated dollar value for non-core
items in the RFP?

d. How will the discount be calculated and
weighted?

a. Non-Core items discounts from manufacturer’s list price
in WB Mason’s current Corporate Catalog at 65.1%.

b. Same as above.

c. $500,000 to $700,000 estimated (Subject to change
based on actual purchases).

d. Offered discount will be assigned a portion of the
points allowed for pricing

13. May we request a copy of the current/expiring office
supply agreement?

A request for authorization to release has been
submitted. Pending approval, the information will be
shared once it’s available.
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OFFICE OF PROCUREMENT
REQUEST FOR PROPOSAL TITLE: OFFICE PRODUCTS AND SERVICES
RFP NUMBER: E520-039
RFP CLOSING DATE: MAY 8, 2020 @ 3:00 PM
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OFFICE OF PROCUREMENT
REQUEST FOR PROPOSAL TITLE: OFFICE PRODUCTS AND SERVICES
RFP NUMBER: E520-039
RFP CLOSING DATE: MAY 8, 2020 @ 3:00 PM

MONTGOMERY
COLLEGE

ADDENDUM #1

Issued: April 16, 2020

ADDENDUM FOR THE PURPOSE OF:

= To extend the RFP Closing Date from April 30, 2020 at 3:00 p.m., to May 8, 2020 at 3:00 p.m.

All other specifications, terms and conditions remain unchanged.

—— .
— —T i f"r ~ -

Patrick Johnson, MBA
Director of Procurement

Please sign below to acknowledge receipt of this Addendum and return with the proposal. Failure to return
this Acknowledgement of Addendum may deem a proposal nonresponsive.

NOTE: All proposals MUST BE RECEIVED electronically (NEW) by 3:00pm Eastern Standard Time on May 8, 2020.

REMINDER: Electronic proposal and addendum or addenda shall be sent to the following email address prior to the
submittal deadline date and time at vendor.proposals@montgomerycollege.edu. No responses will be accepted
after this date and time.

Company Name Authorized Signature

Date Printed/Typed Signature
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MONTGOMERY
COLLEGE

Office of Procurement
9221 Corporate Blvd
Rockville, MD 20850

REQUEST FOR PROPOSAL (RFP)
RFP NO. E520-039

RFP TITLE: OFFICE PRODUCTS & SERVICES

All proposals MUST BE RECEIVED electronically by 3:00 PM EST time on April 30, 2020

Prices must remain firm for: 120 DAYS AFTER PROPOSAL CLOSING DATE AND TIME
Proposal Bond Requirements: NONE

Performance, Labor and
Material Bond requirements: NONE

Pre-proposal Conference: NONE
MINORITY VENDORS ARE ENCOURAGED TO RESPOND TO THIS SOLICITATION

Important: Your quotation will be jeopardized if any portion of this inquiry is not complete. No proposal will be
accepted after the date and time stated above.

.__,/_,T%{__»ﬁw

Patrick Johnson, MBA
Director of Procurement

NOTE: Prospective Offerors that have received this document from a source other than the Procurement Office
should immediately contact the Procurement Office and provide their name and e-mail address so that any
amendments to the Bid/RFP or other communications can be sent to them. Failure to contact the Procurement
Office may result in non-receipt of important information.

REGISTRATION OF CORPORATIONS NOT REGISTERED IN THE STATE OF MARYLAND Pursuant to 7-202 et. Seq. of the
Corporation and Associations Article of the Annotated Code of Maryland, corporations not incorporated in the State of
Maryland shall be registered with the State Department of Assessments and Taxation, 301 West Preston Street, Baltimore,
Maryland 21201 before doing any interstate or foreign business in this State. A copy of the registration or application for
registration may be requested by the College.
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MONTGOMERY COLLEGE = OFFICE OF PROCUREMENT
REQUEST FOR PROPOSAL TITLE: OFFICE PRODUCTS & SERVICES
RFP NUMBER: E520-039
RFP CLOSING DATE AND TIME: APRIL 30, 2020 @ 3:00 P.M.

SECTION 1 — PROPOSAL AND CONTRACT INFORMATION

1.1 Intent
It is the intent of this Request for Proposal to provide Montgomery College with next day, desktop delivery
of office supply products, and services, on an as needed basis, in accordance with the terms, conditions,
and specifications described herein. In the event that a special condition is contradictory to a general
condition, the special condition shall prevail.

Montgomery College will hereinafter be referred to as the “College” and “MC.” Respondents to the RFP
will be referred to as “Offerors” and “Proposers.” The Offeror to whom the contract is awarded will be
referred to as the “Contractor.”

1.2 (New) Electronic Proposal Submittal Due Date
All responses to this Request for Proposal must be submitted electronically, in two separate attachments.
One attachment shall consist of the Technical Proposal, and the second attachment shall consist of the Price
Proposal. Both attachments shall be sent together, in a single email.
Note: See Section 6 Proposal Submission for full detailed submission instructions.

Electronic proposal and addendum or addenda if applicable shall be sent to the following email address
prior to the submittal deadline date and time at vendor.proposals@montgomerycollege.edu. All responses
to this Request for Proposal are due by 3:00 p.m. on April 30, 2020 Eastern Standard Time (EST). No
responses will be accepted after this date and time. In the event that the College is closed on the RFP
closing date due to an unforeseen circumstance, the RFP will be closed at the stated time on the next open
business day, unless the Offeror is notified otherwise.

13 Contact Information
Request for information or technical questions related to this solicitation should be directed to Cherree
Adams, Purchasing Manager, via e-mail to cherree.adams@montgomerycollege.edu. The Offeror may
not initiate contact with any other College representative about this bid. All inquiries and questions must
be submitted in writing via email and received by 4:00 pm, April 22, 2020. All questions received by the
noted deadline will be answered and sent to all proposing firms via issuance of an addendum. No
guestions will be accepted after this date.

1.4 Addenda

The College will issue an addendum or addenda to all prospective Offerors known to have received the
document, if it becomes necessary to issue any. Only answers provided via an addendum issued by the
Procurement Office will be binding. However, Offerors bear sole responsibility for downloading all addenda,
if any, for this RFP from the College Procurement website at
http://www.montgomerycollege.edu/procure/ and it is the responsibility of the Offeror to check this site
for any addenda before submitting a proposal. Acknowledgement of the receipt of all addenda must
accompany the Offerors proposal, and all addenda shall become part of the RFP documents. Failure to
acknowledge receipt does not relieve the Offeror from complying with all terms of any such addenda.
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SECTION 1 — PROPOSAL AND CONTRACT INFORMATION -continued

1.5 Proposal Validity
Offerors must hold their proposal prices for 120 days after the award date. In the event that the awarded
Contractor is unable to perform the contract, the College reserves the right to re-solicit the contract or to
award the contract to the next highest evaluated Offeror.

1.6 General Conditions and Instructions
Offerors shall refer to, understand, and agree to Attachment D, General Conditions and Instructions, of this
proposal. The College reserves the right to reject as non-responsive any offer that objects to any of the
terms, conditions, or specifications of this RFP.

1.7 Submitted Pricing

All pricing is FOB Destination. Pricing must be submitted on the Price Proposal page (Section 6). The prices
offered on the Price Proposal must include all charges, costs, and fees incurred in the delivery of this
procurement. No allowance will be made at a later date for additional charges due to the Offerors omission.
Payment discounts, if offered, will be taken when appropriate, but will not be considered in the evaluation
for award. The College reserves the right to request additional related services in support of its operations,
and fees for those services shall be negotiated accordingly. The College is exempt from State of Maryland
sales use tax and federal excise tax, and the College will not pay or reimburse those taxes.

1.8 References

The Offeror must provide three (3) references, with whom Offeror has provided similar services within the
past three years. All references must include organization name, contact name, mailing and email address,
telephone number, and service dates. Cited references must be able to confirm, without reservation, the
Offerors ability to provide services in accordance with the requirements contained in this solicitation. The
College reserves the right to reject a proposal based on an unsatisfactory reference; use itself as a reference,
if applicable; request additional references; contact any non-reference clients that have utilized Offeror's
services; or require a site visit to one or more of the Offeror’s reference locations.

1.9 Subcontractors

The College seeks proposals from Contractors performing all requested services and will enter into an
agreement only with the selected Offeror. No portion of the work shall be subcontracted without the
prior written consent of the College throughout the terms of the contract, including renewals and
extensions. In the event the Contractor desires to subcontract part of the services specified herein, the
Contractor shall furnish the company or individual name(s), contact name, mailing and e-mail addresses,
qualifications, and experience of the proposed subcontractor(s), as well as a description of the services to
be performed by the subcontractor. The primary Contractor shall remain fully liable for the work performed
by the subcontractor(s) and shall assure compliance with all requirements of the contract if approved by
the College. The College reserves the right to reject any proposed subcontractor in its own best interest.
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SECTION 1 — PROPOSAL AND CONTRACT INFORMATION -continued

1.10 Proposal Evaluation
Proposals submitted in response to this solicitation will include evaluation as follows:
1.10.1 Offeror is responsible — Offeror demonstrates ability to provide products and/or services that can
meet or exceed requirements. The following criteria will be used to determine responsibleness:

1.10.1.1 Offeror has the equipment, ability, and experience to perform the work as stated
in the specifications listed in this RFP.
1.10.1.2 Offeror is financially stable.

1.10.2 Offeror is responsive — Offeror follows RFP submission instructions and provides all requested
materials. The following criteria will be used to determine responsiveness:

1.10.2.1 Offeror has favorable references that can confirm its ability to provide the products
and/or services as stated in the specifications listed in this RFP.

1.10.2.2 Offeror has provided all documentation and samples requested in the Scope of
Work/Specifications.

1.11  Proposal Rejection

The College reserves the right to reject any or all offers received as a result of this Request for Proposal.

Offers may be rejected for any of the following reasons:

1.11.1 Failure to meet the mandatory specifications and requirements.

1.11.2 Failure to respond in a timely manner to a request for additional information, data, etc.

1.11.3 Failure to supply appropriate and favorable client references.

1.11.4 Submittal of an incomplete Price Proposal page.

1.11.5 Failure to sign the proposal.

1.11.6 Failure to return any addenda acknowledgements

1.11.7 Submittal of conditional, alternate or multiple proposals.

1.11.8 Failure to demonstrate that it is qualified to carry out the obligations of the contract and to
implement and support the work specified herein.

1.11.9 Failure to provide samples and/or demonstration materials that are representative of the
quality level sought by the College.

1.12  Required Submittal List
o Technical Proposal, and the following attachments:
= Requirements Checklist
= References (Attachment B)
= Contractor Information Form (Attachment C)
= Subcontractor List, if applicable
= Acknowledgement of Receipt of Addenda, if applicable
o Price Proposal (Section 8)
o Mid-Atlantic Purchasing Team Rider Clause (optional)

1.13  Failure to Submit
Failure to provide any of the items noted in Section 1.12, may deem a proposal non-responsive.

1.14 Estimated Contract Quantities
If applicable, the College’s estimated service requirements should not be construed as a guarantee of the
actual volume to be purchased.
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SECTION 1 — PROPOSAL AND CONTRACT INFORMATION -continued

1.15 Contract Award
A single award will be made in the best interest of the College to the highest evaluated responsible,
responsive Offeror that can meet or exceed the terms, conditions, and specifications of this solicitation.
Evaluation of Offeror’s will be based on Offeror qualifications and experience, implementation plan,
references and competitive pricing. The evaluation for award will be made based on payment to the
Contractor in Net 30 Days, from the date an acceptable invoice is received by Montgomery College. The
College may cancel this Request for Proposal or reject any or all proposals in whole or in part.

1.16  Contract Documents
The Request for Proposal in its entirety, the Offeror’s proposal, and the College purchase order, if
applicable, will form the contract. Offeror’s requiring their signed contract or terms and conditions
separate and apart from the foregoing must submit such a contract, terms, and conditions with their
response. The contract will be examined and evaluated along with the Offeror’s proposal. The College
reserves the right to reject the Offeror’s contract form and terms and conditions.

1.17  Contract Term
The initial term of this contract will be for one year, from July 1, 2020 through June 30, 2021. At the sole
option of the College, the contract may be renewed for four additional one-year terms, provided service
has been satisfactory, funding is available, and renewals are in the best interest of the College.

1.18 Contract Pricing

Contract prices shall remain fixed for first year of contract. Requests for price increases after first year of
contract must be submitted in writing within 60 days of expiration of year one contract term. The same will
apply for all successive contract renewal periods, should the College elect to exercise them. Any approved
increase will take effect at the start of a contract renewal term. All contract price increase requests, along
with supporting documentation must be sent to the Director of Procurement. The College reserves the right
to request additional supporting documentation. Any price adjustments cannot exceed the Consumer Price
Index (CPI) for the Washington, DC-Baltimore Metropolitan Area as published by the U.S. Department of
Labor, Bureau of Labor Statistics, Consumer Price Index, All Urban Consumers (PCI-U), not seasonally
adjusted; most current year final index (no preliminary).

1.19 Contract Modification and Amendment
The College retains the unilateral right to require changes in the Scope of Work as long as the changes are
within the general scope of work to be performed hereunder. The College, without invalidating the contract
documents, may submit a written request to order extra work or to make changes to the agreement by
altering, adding to, or deducting from the work, and the contract sum shall reflect such changes. Price
adjustments must be accepted, in writing, by Montgomery College before the Contractor performs
additional work on the project.

The Contractor cannot accept purchase orders/requests for services or products that are not covered in
this contract or make changes to the scope of work unless a price for those services or products has been
negotiated with the Procurement Office, and the Contractor has received a signed contract amendment
from the Procurement Office.
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SECTION 1 — PROPOSAL AND CONTRACT INFORMATION -continued

1.20 Insurance Requirements
The Contractor shall maintain such insurance as will indemnify and hold harmless the College from
Workmen’s Compensation and Public Liability claims for property damage and personal injury, including
death, which may arise from the Contractor’s operations under this contract, or by anyone else directly or
indirectly employed by him/her. Certificate of insurance is due within 10 days of notice of award.

The Contractor shall maintain insurance in force at all times during the term of this agreement, with an
insurance carrier approved or licensed to do business in the State of Maryland acceptable to the College,
and with the following minimum insurance coverage.

Workers compensation Insurance covering the Contractor’s employees
As required by Maryland State law with the following minimum limits:

Bodily Injury by Accident $100,000 each accident
Bodily Injury by Disease $500,000 policy limit
Bodily Injury by Disease $100,000 each employee

Commercial General Liability Insurance, excluding automobiles Owned or hired by the Contractor, with
limits as follows:
Bodily Injury and Property Damage:
$300,000 combined single limit of bodily injury and property damage
-Contractual Liability — Premises and Operations
-Independent Contractors

Comprehensive Automobile Liability - Providing bodily injury and property damage coverage for owned
Vehicles and non-owned vehicles with limits as follows:

Bodily Injury: $100,000 each person
$300,000 each occurrence
Property Damage: $300,000 each occurrence

Additional Insured - Montgomery College shall be named as an additional
Insured on all liability policies.

These coverage’s and limits are to be considered minimum requirements under this Agreement and shall
in no way limit the liability or obligations of the Contractor. The insurance shall provide that policy coverage
will not be cancelled, altered or materially changed without sixty (60) calendar days’ notice to the College
by registered or certified mail. The insurance shall not be limited to claims made only while the policy is in
effect.

The Contractor shall furnish the College with a certificate of insurance as evidence of the required coverage.
The Contractor shall provide liability insurance coverage for material and/or equipment stored for the
College for which the Contractor has received payment in an amount of that equaling its replacement value.
Such insurance shall specifically identify the materials and/or equipment and shall name the College as an
additional insured. The Contractor shall provide the College with evidence of such insurance. In the event
that the Contractor’s insurance is terminated, the Contractor shall immediately obtain other coverage. Lack
of insurance during life of contract shall be grounds for immediate termination of contract.
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SECTION 1 — PROPOSAL AND CONTRACT INFORMATION -continued

1.21  Certificate of Liability Insurance
The Contractor shall furnish the College a Certificate of Liability Insurance as evidence of the required
coverage within seven (7) days of award of the contract. Such insurance shall name the College as an
Additional Insured. Policy and Certificates of Insurance shall reference Montgomery College Contract No.
E520-039. Current certificates must be provided to the College throughout the contract term.

1.22 Termination of Insurance
In the event that the Contractor’s insurance is terminated, the Contractor shall immediately obtain other
coverage. Lack of insurance shall be grounds for immediate termination of the contract.

1.23  Contract Assignment
The Contractor may not assign, transfer, convey, sublet or otherwise dispose of the contract or its rights,
title or interest therein or its power to execute such agreement to any other person, company or
corporation without the previous consent and approval, in writing, by the College, and consent to such
assignment shall not be unreasonably withheld or delayed. Unless otherwise agreed to in writing by the
College, the assignee shall bear all costs incurred by the College, directly or indirectly, in connection with or
as a result of such an assignment.

1.24  Contract Deadlines and Failure to Deliver
The Contractor is contractually obligated to meet all agreed upon deadlines. Failure of the Contractor to
meet any deadline is grounds for termination by default. Additionally, if the Contractor fails to comply with
established delivery requirements, the College reserves the right to make an open market purchase of
required services and items and to assess, as liquidated damages, the difference between the contract price
and the actual cost incurred by the College and to invoice charges to the Contractor.

1.25 Contract Billing
Summary billing for a lump sum amount is not an acceptable format on invoices billed to the College and
any invoice presented for payment that lacks itemized billing may be returned. Minimally, invoices must
include the College purchase order number, if applicable. All true and correct invoices must be mailed to
Montgomery College, Accounts Payable Office at 9221 Corporate Blvd, Rockville, Maryland 20850 or e-
mailed to accountspayable@montgomerycollege.edu.

1.26  Public Record and Proprietary Information

The information contained in vendor proposals submitted for the College's consideration, will be held in
confidence until all evaluations are concluded and an award has been made. Pricing and other information
that is an integral part of the offer cannot be considered confidential after an award has been made.
Offeror’s must clearly mark any information considered proprietary and confidential. The College will
honor requests for confidentiality for information of a bona fide proprietary nature, as permitted under the
Maryland Public Information Act.
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SECTION 1 — PROPOSAL AND CONTRACT INFORMATION -continued

1.27  Confidentiality
The Contractor agrees to maintain in strict confidence Montgomery College’s confidential information as
listed herein. The Contractor may use the College’s confidential information solely to perform the services
required, as listed herein and may not disclose such information to any person or entity without the
expressed written consent of Montgomery College.

The information contained in proposals submitted for the College's consideration will be held in confidence
until all evaluations are concluded and an award has been made. Pricing and other information that is an
integral part of the offer cannot be considered confidential after an award has been made. Offeror’s must
clearly mark any information considered proprietary and confidential. The College will honor requests for
confidentiality for information of a proprietary nature. Pricing may not be deemed confidential.

1.28 Tobacco and E-Cigarette Policy
Montgomery College is a tobacco-free institution. The use of tobacco and e-cigarette products is prohibited
in all indoor and outdoor College-owned property and facilities, including all buildings and building
entrances; walkways; recreational and athletic areas; parking lots; bus stops/shelters; College owned or
leased vehicles; and facilities leased and controlled by the College as well as at meetings or conferences
sponsored by the College, regardless of the location. This use prohibition extends to the Contractor’s
employees, agents, subcontractors, and Contractors.
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SECTION 2 — BACKGROUND AND SCOPE OF WORK

2.1 Background
Montgomery College is a public, fully accredited institution. The College serves roughly 55,000 students
each year, through credit and noncredit programs, at nonresidential campuses located in Germantown,
Rockville, and Takoma Park/Silver Spring and at off-campus sites throughout Montgomery County. The
College is dedicated to student success and widely recognized for the quality and scope of academic
programs. To support students’ academic and professional goals, the College employs more than 3,100
faculty, administrators, and staff.

The current office supply contract will expire June 30, 2020. Orders are placed, via a web-based online
ordering system. Desktop delivery is usually made within 24 hours of order placement, at each campus, and
other off-site locations. In addition, Montgomery College participates in the Hewlett Packard’s Big Deal
program.

Estimated annual spend was valued at $1.1 million. This is only an estimate, and does not constitute a
commitment on the part of the College to purchase stated amounts.

2.2 General Scope of Work
The College is seeking a qualified offeror to provide quality office products, maintain a high level of
customer service, and deliver to customers using the most efficient methods available. The successful
Offeror is required to deliver ordered office supplies on a next day, desktop basis. Pick-up and return of any
ordered supplies, along with prompt credit applied to returned items. Montgomery College locations
include, but not limited to the following:

= Rockville Campus

= Germantown Campus

= Takoma Park/Silver Spring Campus

= Takoma Park Open Lab

=  Workforce Development and Continuing Education Centers
= Central Services Bldg.

= Central Receiving Warehouse

= And other off-site locations

23 Expectations
Montgomery College desires an office supply Offeror that will provide positive customer service in all its
dealings with College employees. During the entire term of contract, the selected Offeror shall
provide to the College, at a minimum, the following:

Dedicated Account Representative
Dedicated Customer Service Representative
1-800 telephone number for billing/inquiry/problem resolution questions

2-4 hour or less response time for all problem calls and inquiries
24-hour problem resolution response time

AWM PR
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SECTION 2 — BACKGROUND AND SCOPE OF WORK-continued

2.4 Award Contractor Responsibility for Employees/Subcontractors
The awarded contractor shall be responsible for the acts and omissions of all the firm's employees and all
Subcontractor employees, their agents and all other persons performing any of the work under a contract
with the contractor. The contractor shall at all times, enforce strict discipline and good order among the
contractor's employees, and shall not employ on the work site, any unfit person or anyone not skilled in
the task assigned.
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SECTION 3 — QUALIFICATIONS AND REQUIREMENTS

3.1 Minimum Qualifications of Proposing Offeror
The Contractor must have the necessary personnel, experience, certification, knowledge, skills, abilities,
licenses, facilities, equipment, supplies, insurance, and technology in place to fulfill the requirements of the
resulting contract and to provide the requested services on a timely basis and in compliance with all
municipal, county, state, and federal codes, ordinances, regulations, and laws and industry best practices
and standards.

3.2 Mandatory Qualifications Requirements of Proposing Offeror
Offeror (proposing company) must meet the following requirements:

= Have been in the office supply business for a minimum of ten (10) years.

= Have in place, minimally, three-year operational online ordering system on a secured server that
offers web-based online ordering 24 hours a day, 7 days a week.

=  Provide next-day desktop delivery of office supplies.

= Licensed to do business in the state of Maryland.
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4.1. Web-Based Online Ordering System Requirement
Offeror must provide an online ordering system that, at a minimum, include the following:
1. Operational secure Internet-based ordering system for placing office supply orders.
2. Ordering website, with limited customizations that can be accomplished using available features, without
any further required programming, to include Montgomery College identifiers.

3. Ordering system training, as needed by College.
Training materials for ordering system.
5. Ordering system must allow end-user access to established core list (contracted items) and non-

core catalog items.

6. Provide tracking status information after an order has been submitted.
7. Offer eco-conscious/recycled items.

o

4.2 Network and Hosting Requirement
The Offeror proposed technology solution will be hosted by the Offeror or by a qualified third-party vendor.
The Offeror or its subsidiaries or subcontractors shall not transmit data on or through the College network,
or any devices that are a part of that network, or store data on any devices that are part of that network.

4.3 Purchasing Card Acceptance

The College has instituted a purchasing card program, and the Offeror shall accept the associated purchasing
card (Visa) as a form of online payment by the College, at no additional cost, in addition to paper invoices.

4.4 Payment Card Industry (PCl) Compliance
The Offeror shall be responsible for the security of all credit card numbers and other cardholder data that
it possesses or otherwise stores, processes or transmits on behalf of the College, and shall execute a
contractual provision which meets the College’s requirements designating the Offeror as responsible for
security of cardholder data.

All Offeror solution software and hardware must comply with all applicable PCI compliance requirements
related to credit card or debit card/PIN entry processing at the College. The Offeror shall provide an annual
PCl Attestation of Compliance (AOC), as requested by the College. Upon request, this will include Offeror’s
records indicating inspection of Offeror-owned equipment on College property. In the event of any
suspected, alleged or confirmed loss, disclosure, theft or compromise of College cardholder data, the
Offeror shall notify the College’s General Counsel within 72 hours of the discovery.

The Offeror shall agree to defend and hold the College, its designated representatives and their officers,
agents and employees, harmless from all claims, liabilities, damages, or judgments involving a third party,
including costs and attorney fees, which arise as a result of the Offeror’s failure to meet any of its obligations
under PCl Requirements, or state/federal data breach law.
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SECTION 4 — SERVICE & TECHNOLOGY REQUIREMENTS-continued

4.5 Desktop Delivery Requirements
Unless otherwise stated, all orders must be separately packaged and delivered directly to the desktop of
the requestor. Delivery must be made between the hours of 8:00 a.m. and 4:00 p.m., Monday
through Friday. The Offeror shall familiarize itself with the various delivery areas. Visit MC’s website
below to view campus maps (https://www.montgomerycollege.edu/about-mc/campuses-and-
locations/index.html).

All orders placed by 4:00 p.m. must be delivered by 4:00 p.m. on the following business day. If an
ordered item is on backorder, the College must be notified at the time the order is placed. The
awarded Contractor will have to obtain annual parking permits from the College Security Office in order
to park delivery trucks on the campuses.

4.6 Customer Service Requirements
Montgomery College desires an office supply Contractor who will provide positive customer service in all
its dealings with College employees. During the entire term of contract, the selected Offeror shall
provide  to the College, at a minimum, the following:

= Dedicated Account Representative

= Dedicated Customer Service Representative

= 1-800 telephone number for billing/inquiry/problem resolution questions
= 1-hour or less response time for all problem calls and inquiries

= 24-hour problem resolution response time

4.7 Reporting Requirements
Contractor will be required to submit quarterly reports to the College detailing all purchased items.
Reports shall also include recycled purchased products and products purchased from minority-owned
businesses. Reports shall be submitted by both hard copy and electronic format to the Director of
Procurement or designee, and shall include the following:

Total items purchased and total dollars spent.

Total recycled items purchased and total dollars spent.

Returns/Credits and Fill Rates.

Total items supplied by minority-owned businesses and total dollars spent.

4.8 Fill Rate
The Contractor shall maintain an overall next-day fill rate of 98% or better for all catalog items. The fill
rate will be reviewed on a quarterly basis. The Contractor shall agree to notify the College when it is out
of stock on any item due to circumstances beyond its control. Montgomery College reserves the right
to use other sources to secure stock not available from the Contractor in these situations.

4.9 Substitutes

Contractor will not substitute any products without approval from the requestor. Contractor may
recommend alternative items prior to order being placed.
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SECTION 4 — SERVICE & TECHNOLOGY REQUIREMENTS-continued

4.10 Contract Product Exclusions
The following category of products are specifically excluded from this contract:

e Computer equipment

e Computer peripheral equipment

e Audio visual equipment

e  Furniture

e Printers, copiers, and multi-function devices

411 Packaging and Labeling
All packages must be labeled and clearly identified. Packing slips shall contain a complete product

description, catalog number, quantity ordered, quantity shipped, quantity back-ordered, purchase
order number and any other information that may be required by the College. Backordered items should

be clearly noted on the packing slip.

4.12 Returns
To receive prompt credit on problem merchandise, the College will contact Customer Service or the

assigned Account Representative within a reasonable period.

4.12.1 Procedures and Timeframes

a. Claims for shortages and wrong merchandise shall be made within twenty-four (24)
hours of receipt.

b. Defective or damaged merchandise shall be exchanged within five (5) working days
following notification.

c. Requests for the return of unsatisfactory and/or unwanted goods shall be honored at
least ten (10) working days following notification.

d. The College shall provide the Contractor with the packing slip number and date,

part/product number and description and the reason for return or exchange.
e. The Contractor shall provide the College with a return authorization number (RAN) for

returning items, when applicable.
f. Custom-made and/or special-order items shall not be considered returnable unless the

Contractor is able to receive full credit from the manufacturer.

4.13 Restocking Fees
Items correctly ordered by the College, but incorrectly filled and shipped by the Contractor, and/or

damaged or defective, shall be picked up and accepted by the Contractor without any restocking or
service charges.

Incorrect items ordered by the College that must be returned shall be picked up and accepted by
the Contractor. The restocking fee shall not exceed 10%.

4.14 Catalogs
The Contractor shall, within seven (7) days of contract award, provide the College with updated product

catalogs. The exact quantity will be determined at a later date. In addition, contractor shall provide
new catalogs to College during each year of the contract. The Contractor shall also provide an electronic
catalog from which the College can place orders.
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SECTION 4 — SERVICE & TECHNOLOGY REQUIREMENTS-continued

4.15 Invoice Auditing
Montgomery College reserves the right to audit the Contractor’s invoices to ensure that the
Contractor adheres to contract terms, conditions, and pricing.

4.16  Supplier Inventory
The Contractor shall maintain or have available, an inventory sufficient to make delivery within the time
specified on the contract. Upon mutual written agreement between the College and the Contractor during
the term of the contract, a stock level of specific items may be negotiated; in which case the supplier will
maintain the negotiated stock level.

4.17 Delivery Requirements
Contractor will be responsible for the desktop delivery of all products in first-class condition at the point of
delivery, and in accordance with good commercial practice. All products will be extended “free shipping”,
with no handling or delivery charges. Any additional transportation fees will be waived, such as: hazardous
material fees, fuel surcharges, etc.

Locally stocked products ordered prior to 4:00 pm, will be delivered the next day according to the delivery
location schedule. All special orders will be delivered within seven (7) working days unless noted at the time
of the order. All deliveries will be made F.O.B destination, freight prepaid and included.

Contractor is expected to have a wide range of products available for immediate shipment/delivery. Orders
placed which are not delivered or completed within seven (7) working days after the receipt of the order,
may be subject to cancellation at the sole option of the College. In the event of emergency needs, the
College reserves the right to cancel such orders or outstanding orders for non-delivery in time periods
longer than those specified above. Orders, which cannot be supplied in time to meet the needs of the
College, may be placed with another supplier.

Acceptance of the total deliver by signature based on total package count and manifest will represent
transfer of responsibility to the College for the contents of the packages. In the event of shortage, overage
or damage within the package, supplier will accept the College’s documentation and/or explanation for
resolution.

4.18 Office Products Home Delivery
Due to the COVID-19 Coronavirus pandemic, the College may require delivery of office products to
employee home addresses, as needed. Delivery fees shall be added to each applicable employee home
delivery.
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MONTGOMERY COLLEGE = OFFICE OF PROCUREMENT
REQUEST FOR PROPOSAL TITLE: OFFICE PRODUCTS & SERVICES
RFP NUMBER: E520-039
RFP CLOSING DATE AND TIME: APRIL 30, 2020 @ 3:00 P.M.

College Delivery Locations

SECTION 4 — SERVICE & TECHNOLOGY REQUIREMENTS-continued

Offeror is responsible for making office supply deliveries to the locations listed below.

Workforce Development & Continuing Education
Gaithersburg Training Center

12 Summit Avenue

Gaithersburg, Maryland 20877

Central Services Bldg.
9221 Corporate Blvd.
Rockville, Maryland 20850

Workforce Development & Continuing Education
Westfield South Center

11002 Veirs Mill Road, Suite 306

Gaithersburg, Maryland 20877

Germantown Campus
20200 Observation Drive
Germantown, Maryland 20876

Rockville Campus
51 Mannakee Street
Rockville, Maryland 20850

Central Receiving
7602 Standish Place
Derwood, Maryland 20855

Takoma Park/Silver Spring Campus
7600 Takoma Avenue
Takoma Park, Maryland 20912

Takoma Park Open Lab
8651 Fenton Street, Suite 200
Takoma Park, Maryland 20912

4.20 Additional College informational website
The College’s 2020-2021 academic calendar is available at the link below.

https://www.montgomerycollege.edu/ documents/academics/academic-calendar-2020-2021.pdf
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MONTGOMERY COLLEGE = OFFICE OF PROCUREMENT
REQUEST FOR PROPOSAL TITLE: OFFICE PRODUCTS & SERVICES
RFP NUMBER: E520-039
RFP CLOSING DATE AND TIME: APRIL 30, 2020 @ 3:00 P.M.

SECTION 5 — PROPOSAL EVALUATION AND AWARD

5.1 Evaluation

5.1.1 Evaluation Process
All proposals submitted will first be examined for responsiveness and completeness by the College
evaluation team. Those proposals which do not clearly respond to the proposal submission
requirements may be rejected at the discretion of the College. Those proposals not rejected will
be evaluated to determine which offer best meets the requirements in the RFP and is in the best
interest of the College. Proposal information will be evaluated and scored by the College, and its
decision will be final.

Technical Proposals will be opened first at the date and time advised in the RFP documents, and
evaluated by a College Evaluation Committee. The Price Proposals remain sealed and are held by
the Procurement Office. Evaluation of Technical Proposals will be based on the criteria provided in
the RFP, the substantiated ability of an Offeror to perform the required services, and the Offeror’s
responsiveness to the RFP requirements.

5.1.2 Evaluation Criteria

Technical Proposals will be initially evaluated and scored by the College Evaluation Committee
based on the following criteria:

Description of Criteria Maximum Point Value

4.1.2.1 Qualifications and Experience 25 (maximum available points)
4.1.2.2 Past Performance 25 (maximum available points)
4.1.2.3 References 10 (maximum available points)
4.1.2.4 Implementation Plan 15 (maximum available points)
4.1.2.5 Price Proposal 25 (maximum available points)
Highest possible evaluation score 100

5.1.3 Technical Proposal
Statement of Qualifications, Past Performance, Implementation Plan, and References represent
the technical proposal. Award will be made in aggregate, to the highest evaluated, most
responsive, responsible Offeror meeting all RFP terms, conditions, and specifications.
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MONTGOMERY COLLEGE = OFFICE OF PROCUREMENT
REQUEST FOR PROPOSAL TITLE: OFFICE PRODUCTS & SERVICES
RFP NUMBER: E520-039
RFP CLOSING DATE AND TIME: APRIL 30, 2020 @ 3:00 P.M.

SECTION 6 — PROPOSAL SUBMISSION

6.1 (New) Electronic Proposal Submission
This language supersedes existing Delivery of Bids, and Signature bid requirements language. A submittal
consisting of the Technical Proposal, Addendum or Addenda, if applicable and the Price Proposal are
required when responding to this Request fo