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1. Introduction

The Inter-University Council of Ohio Purchasing Group (IUC-PG) is soliciting responses from qualified and
experienced companies who have experience in the provision of office supplies for institutions of higher
education. The intent of this RFP is to solicit sealed proposals to establish through competitive negotiation an
agreement for office supplies to IUC-PG member colleges and universities (“Agreement”). All terms and
conditions negotiated between IUC-PG and the selected suppliers(s) for the Agreement and Scope of Services
required therein will apply to all office supplies under the Master Agreement executed between the IUC-PG
and the selected supplier(s).

2. Purchasing Group Background

The Inter-University Council Purchasing Group of Ohio is a purchasing consortium comprised of the purchasing
officers of the 14 Inter-University Council of Ohio member institutions of higher education. The purpose of the
formation of the IUC-PG was to achieve standardization of requirements, methods of operation and to develop
agreements that offer the best possible product pricing for our members. The organization has 37 members
made up of the 14 IUC universities, 15 community colleges and 8 technical colleges. Membership also includes
approximately 51 private institutions referred to as the Association of Independent Colleges and Universities
of Ohio (AICUO) that also receive some state appropriated funds. See www.iucpg.com for a complete list of all
IUC-PG member institutions.

3. Scope of Services

Background and Intent

The IUC-PG requests proposals from qualified suppliers to supply the IUC-PG members with office supplies as
described herein. The intent of this contract is to select one (1) or more suppliers to provide office supplies for
all member institutions who wish to participate. The current annual spend in this area is approximately $6.8
million. IUC-PG cannot guarantee any specific contract usage on this agreement for future years.

It is the IUC-PG’s intent to allow for the option of additional member institutions to engage the selected
supplier under the IUC-PG Price Agreement as they desire. It is the desire and intent of this RFP to reduce costs,
improve function and productivity, and create operational efficiencies for participating member universities.

Scope of Work

Procure office supplies as required by each member institution from selected supplier(s) at the most favorable
pricing structure and with guaranteed delivery terms. Suppliers should provide pricing for this RFP with the
standard delivery method for all members being FOB destination, freight prepaid and allowed. Timely delivery
is important to the members with next day delivery being a consideration for award of this agreement. The
final contract will be negotiated with the selected supplier(s) and individual IUC-PG members reserve the right
to negotiate additional items or products of interest that may be unique to their specific needs.

4. Preparing and Submitting a Response

Important Dates
RFP Released: Thursday, March 19, 2020

Question Deadline: Thursday, April 2, 2020, 4:00 p.m. Eastern
3
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Q&A Response Deadline: Thursday, April 9, 2020, 4:00 p.m. Eastern
Proposal Deadline: Thursday, April 30, 2020, 3:00 p.m. Eastern

Questions

Respondents may submit questions regarding this RFP in writing to Laurie Wolohan at the IUC-PG via email
at info@iucpg.com no later than Thursday, April 2, 2020, 4:00 p.m. Eastern. The RFP evaluation team will
review and attempt to answer any and all questions received. All questions and their corresponding answers
will be posted via RFP Addendum on the IUC-PG website (www.iucpg.com) no later than 4:00 PM Eastern,
Thursday, April 9, 2020.

However, no oral interpretations shall be made to any respondent as to the meaning of any of the documents.
Every request for an interpretation shall be made in writing, addressed and forwarded to the email above. To
receive consideration, such questions much be received by the Question Deadline as outlined above.

IUC-PG staff will arrange as addenda, which shall be made a part of this Request for Proposal and any resulting
Price Agreements, all questions received as above provided and the decisions regarding each. At least three
(3) days prior to the receipt of bids, IUC-PG staff will post a copy of any addenda to IUC-PG website, located at
www.iucpg.com. It shall be the responsibility of each respondent to determine whether any addenda have
been issued and if so, to download copies directly from the IUC-PG website.

Proposal Format

Respondents are asked to organize their responses in the order requested, in accordance with the following
format:

1. Letter of Introduction. Provide a letter of introduction with a brief description of your company,
experience in the industry, number of years providing office supplies, experience with higher
education, and experience with customers of the same size, nature and scope of work. Include Supplier
name, address, main point of contact name, title, phone number, fax number, email, and website
address.

2. Supplier Work Plan. Complete the Supplier Work Plan and proposed pricing worksheets in the Excel
file titled: “Supplier Proposal to RFP UN20-112 (Office Supplieas).xlsx in accordance with the
instructions contained in Attachment A.

Electronic responses through DocuSign are due no later than Thursday, April 30,20203:00 p.m. Eastern.
Responses should be submitted through the following link:

https://www.docusign.net/Member/PowerFormSigning.aspx?PowerFormld=2aa617c7-d6ca-41fd-8953-
88265e81c5b6&env=nal&acct=387d1013-fblc-4705-9bd9-7cf575f484ce&v=2.

No hard copies will be accepted. Any responses received after this date and time will not be considered.

5. Evaluation Criteria

Proposals shall be evaluated by the Inter-University Council of Ohio Purchasing Group after the response
deadline. All information will remain confidential until Agreement documentation is fully executed.

Selection shall be made of one or more respondent(s) deemed to be fully qualified and best suited among
those submitting proposals for the scope of services and in the response format requested this Request for
Proposals. Negotiations shall be conducted with the respondent(s) so selected. After negotiations have been
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conducted with the Respondent(s) so selected, the IUC-PG shall select the supplier which, in its opinion,
has/have made the best proposal.

IUC-PG shall determine in its sole discretion which Respondent is fully qualified, or that one respondent is
clearly more highly qualified than the others under consideration, and an Agreement may be negotiated and
awarded to that respondent. The award document will be an Agreement incorporating by reference all the
requirements, terms, and conditions of the solicitation and the supplier’s proposal as negotiated.

6. General Terms and Conditions

The attached Inter-University Council Purchasing Group General Terms and Conditions are made part of this
Request for Proposal and contain general requirements for this RFP and any resulting contract.

7. Specific Terms and Conditions

Price Agreement Term and Renewals

The term of the Price Agreement shall be for five (5) years from January 1, 2021 through December 31, 2025.

After the initial five (5) year term, IUC-PG reserves the right to renew the agreement resulting from this RFP
for two (2) additional one (1)-year terms. Any renewal agreed upon shall occur ninety (90) days prior to the
expiration of the Price Agreement then in force. “Evergreen clauses” for any resulting Price Agreement are
hereby rejected. Automatic extensions of the agreement will not be honored, except as set forth above.

Reporting

Within ten (10) days after the end of each calendar quarter, the Supplier shall submit to the members a
detailed electronic invoice file for all purchases made under the contract. The file shall contain, at minimum,
the following: member name; purchase/return date; Supplier’s item ID number; manufacturer’s item ID
number; manufacturer’s list price, item description; product category; quantity; unit of measure; and unit price
charged. This file shall be submitted in a Microsoft Excel compatible file or a tab-delimited text file and shall
reflect the information shown on the actual invoices submitted to the members for payment.

In addition, the IUC-PG requires a quarterly reporting process that is outlined in the General Terms and
Conditions.

Pricing Structure

The pricing of all products offered for sale by the supplier to the member shall be governed by the contract.
Product pricing should be either fixed (Core Items), based on a market index (Core Paper Items), or based on
a discount from manufacturer’s list price (Non-Core Items). Any proposal containing pricing based on Supplier’s
cost will not be considered.

During the term of the contract, including any renewals or extensions, prices shall be as specified in this section.
No increases in pricing shall be effective unless authorized by the IUC-PG by written change order or addendum
to the contract.

Supplier should submit product pricing in accordance with the instructions in Attachment A. Failure to provide
the information in a format acceptable to the IUC-PG could result in the elimination of the proposal from
consideration.

Every product offered for sale by the Supplier should be included in one (1) of three (3) price categories: Core
Item, Core Paper Item, or Non-Core Item. The IUC-PG’s expected rules governing prices and price changes for
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Core Items can be found in Attachment A-2, Attachment A-3 for Core Paper, and Attachment A-4 for Non-Core
Items.

The IUC-PG will evaluate product pricing based on the entire pricing submission as it would apply to historical
purchases made by the members. The pricing evaluation will not be based on individual price categories,
discount categories, or products.

A letter of verification from the manufacturer, showing that the manufacturer or distributor has increased
prices, the percentage of requested increase, and the reasons for the increase shall accompany all requests
for price increases. If the reason for increase is due to tariffs a description of the supply chain process that
includes stock rotation (i.e. how often do you receive stock on the parts needed for manufacturing, how long
is the manufacturing process for these items) must be included in the request.

From time to time, the contracted supplier may provide members with additional price reductions upon
request, or to pass along a promotion, or for other reasons. Those reductions will apply only to those
purchases identified by the Supplier and will represent the correct prices for such purchases. Accordingly, no
prices charged to members can be considered undercharges under the contract.

Units of measure included in any proposal in response to this RFP are deemed to have been reviewed and
verified as accurate by the respondent.

Rebates and Incentives

Suppliers may propose rebates, incentives, and other discounts as part their response to this RFP. These may
include conversion allowances, volume rebates, early payment discounts, etc. Supplier shall submit the rules
and formula of all proposed rebates, incentives and other discounts in accordance with the instructions in
Attachment A.

Audits

From time to time during the term of a contract, including extensions, and for a period of two (2) years after
the expiration or termination of the contract, the IUC-PG or any of its members may audit any and all aspects
of supplier’s performance under the contract, including but not limited to its billings and invoices. Audits may
be conducted by representatives, agents or contractors of the IUC-PG or its members. The supplier shall retain
all books, records, and other documents relative to the contract for a period of two (2) years after the
expiration or termination of the contract.

If, for any reason, during the term of the contract and for a period of two (2) years thereafter, the member or
the member’s authorized representative determines that an overcharge has occurred, supplier has thirty (30)
days from the date of notification to resolve any overcharge to the satisfaction of the member. Any overcharge
not resolved within the aforementioned thirty (30) day period shall be deemed resolved in the member’s favor.
The member shall be entitled to a refund from the Supplier in the amount of the overcharges. Since
undercharges cannot occur under the contract, there are no offsets to any overcharge.

The supplier shall be responsible for all charges associated with the identification and recovery of overcharges,
including reimbursement of the overcharges and the member’s cost of recovering such overcharges. The cost
of recovery shall be deemed to be twenty percent (20%) of the overcharges owed to the member. Payment of
overcharges and charges associated with the recovery of overcharges to the member shall be made by check
within ten (10) business days following the date of resolution of the amount of the overcharge in the member’s
favor. Failure of the Supplier to reimburse the member for overcharges, unresolved or otherwise, and charges
associated with the recovery of overcharges may be cause for termination of the contract.

8. Rights and Options Reserved
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The IUC-PG reserves, and in its sole discretion may, but shall not be required to, exercise the following rights
and options with respect to the proposal submission, evaluation, and selection process under this RFP:

e To reject any Proposals if, in the IUC-PG’s sole discretion, the Proposal is incomplete, the Proposal is
not responsive to the requirements of this RFP, the Respondent does not meet the Qualifications set
forth in the RFP, or it is otherwise in the IUC-PG’s best interest to do so;

e Tosupplement, amend, substitute, or otherwise modify this RFP at any time prior to selection of one
or more respondent s for negotiation and to cancel this RFP with or without issuing another RFP;

e Toacceptor reject any or all of the items in any proposal and award the Agreement(s) in whole or in
part if it is deemed in the IUC-PG’s best interest to do so;

e To reject the proposal of any respondent that, in the IUC-PG’s sole judgment, has been delinquent
or unfaithful in the performance of any contract with the IUC-PG or participating member
universities, is financially or technically incapable or is otherwise not a responsible respondent;

e To waive any informality, defect, non-responsiveness, and/or deviation from this RFP and its
requirements that is not, in the IUC-PG’s sole judgment, material to the proposal;

e To permit or reject at the IUC-PG’s sole discretion, corrections (including for information
inadvertently omitted), of proposals by some or all of the respondents following proposal
submission;

e To request that some or all of the respondents modify proposals based upon the IUC-PG’s review
and evaluation;

e Torequest additional or clarifying information or more detailed information from any respondent at
any time, before or after proposal submission, including information inadvertently omitted by a
respondent;

e To inspect and otherwise investigate projects performed by the respondent, whether or not
referenced in the proposal, with or without the consent of or notice to the respondent; and

e To conduct such investigations with respect to the financial, technical, and other qualifications of
each respondent as the IUC-PG, in its sole discretion, deems necessary or appropriate.

The IUC-PG further reserves and in its sole discretion may, but shall not be required to, exercise the following
rights and options with respect to the Agreement negotiation and award process resulting from this RFP:

The IUC-PG reserves the right to enter into post-submission negotiations and discussions with any one or
more respondents regarding price, scope of services, and/or any other term of their proposals, and such
other contractual terms as the IUC-PG may require, at any time prior to execution of a final Agreement. The
IUC-PG may, at its sole election, enter into simultaneous, competitive negotiations with multiple
respondents or negotiate with individual respondents seriatim. In the event negotiations with any
respondent(s) are not satisfactory to the IUC-PG, the IUC-PG reserves the right to discontinue such
negotiations at any time; to enter into or continue negotiations with other respondents; and, to solicit new
proposals from companies that did not respond to this RFP. The IUC-PG reserves the right not to enter into
any Agreement with any respondent, with or without re-issue of the RFP, if the IUC-PG determines that such
is in the IUC-PG’s best interest.
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Attachment A: Instructions for Submitting Proposals

Instructions for Completing Supplier Proposals to RFP UN20-112 (Office Supplies). To access Attachment A Excel
workbook click the link located in the bid messages section on the RFP notification on the IUC-PG website.

The IUC-PG is providing a Microsoft Excel file titled "Supplier Proposal to RFP UN20-112 (Office Supplies).xlsx” as
the platform for suppliers to submit their proposals, providing space for company information and processes as
well as proposed pricing, incentives and rebates. The Excel workbook contains the following seven (7)
worksheets:

e Schedule A-1 Supplier Work Plan. For submission of important information about your company and
processes.

e Schedule A-2 Core Items. For the submission of proposed prices for the items listed, and the submission
of proposed prices for any alternate item.

e Schedule A-3 Core Paper Items. For the submission of proposed paper items and proposed item prices,
and the submission of proposed prices for any alternate item.

e Schedule A-4 Non-Core Discounts. For the submission of proposed Product Category discounts from
manufacturer’s list price.

e Schedule A-5 Non-Core Items. For submission of a list of Non-Core Items with prices based on discounts
proposed in Schedule A-4.

e Schedule A-6 Rebates Incentives. For submission of proposed rebates, incentives and other discounts.

e Comprehensive Product Category. For supplier’s review of items that will be included in the discount
categories enumerated in Schedule A-4.

Suppliers should complete ”Supplier Proposal to RFP UN20-112 (Office Supplies).xlsx” in accordance with this
section of the RFP.

Suppliers are strongly encouraged to be clear and concise with all aspects of their proposal.

The following instructions detail how to complete your proposal to RFP UN20-112 (Office Supplies):

Supplier Work Plan

All respondents must complete the Schedule A-1 (Supplier Work Plan) in the accompanying Excel workbook.
Add Supplier’s Name and Submission Date in the space provided at the top of Schedule A-1.

Please respond to each question in the cell immediately to the right of the question in the column titled “Supplier
Response”.

If additional space is needed, please add additional worksheets to the workbook. Make sure you reference the
guestion number in any additional worksheets.

If you wish to supply additional, pertinent documentation with your proposal that cannot be included in an Excel
file, you may sent it with your submission using DocuSign. Make sure you reference the question number in any
additional documents.
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Core Item Pricing

Please review Attachment A-2 for important information about Core Items and Core Item pricing prior to
completing Schedule A-2 (Core Item Pricing).

Please do not add, delete or rearrange any rows in Schedule A-2.

Add Supplier’s Name and Submission Date in the space provided at the top of the schedule. Add the following
information to the appropriate columns in the spreadsheet:

e Supplier’s Unit of Measure (UOM)

e Current Manufacturer's List Price

e Supplier’'s Item Number

e Proposed Unit Price with no rebates for the item and unit of measure listed.
e Proposed Unit Price with rebates for the item and unit of measure listed.

e Supplier’s Alternate Item Number

e Supplier’s Proposed Unit Price for Alternate with no rebates.

e Supplier’s Proposed Unit Price for Alternate with rebates.

If you wish the IUC-PG to consider an alternate item (e.g., exclusive or branded products) to any item appearing
in Schedule A-2, please enter the alternate item number and proposed unit price in the appropriate columns.
Alternates must also appear in Schedule A-5 (Non-Core Items).

Core Paper Pricing

Please review Attachment A-3 for important information about Core Paper Items and Core Paper Item pricing
prior to completing Schedule A-3 (Core Paper Pricing).

Please do not add, delete or rearrange any rows in Schedule A-3.

Add Supplier’s Name and Submission Date in the space provided at the top of the schedule. Add the following
information for both reams AND cartons of copy paper to the appropriate columns/rows in the spreadsheet:

e Manufacturer’s Name

e Manufacturer’s tem Number

e Current Manufacturer's List Price

e Supplier’s Item Number

e Proposed Unit Price with no rebates for the item and unit of measure listed.
e Proposed Unit Price with rebates for the item and unit of measure listed.

e Supplier’s Alternate Item Number

e Supplier’s Proposed Unit Price for Alternate with no rebates.

e Supplier's Proposed Unit Price for Alternate with rebates.

If you wish the IUC-PG to consider an alternate item (e.g., exclusive or branded products), to any item appearing
in Schedule A-3, please enter the alternate item number and proposed unit prices in the appropriate columns.
Alternates must also appear in Schedule A-5 (Non-Core Items).

Non-Core Items

Please review Attachment A-4 for important information about Non-Core Items and Non-Core Item pricing prior
to completing Schedule A-4 (Non-Core Discounts).
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Please review the worksheet titled Comprehensive Product Category to understand what products are included
in each discount category.

Add Supplier’s Name and Submission Date in the space provided at the top of Schedule A-4.

Insert the proposed discount from manufacturer’s list price you’re offering for each Product Category into the
space provided in Schedule A-4. Suppliers should propose discounts with no rebates and discounts with rebates
for each Product Category. The two discounts for each Product Category may be the same or may be different.
Please note that Non-Core Items are all items you will make available to the members for purchase other than
those listed in Schedules A-2 and A-3.

Although not required to do so, each supplier is encouraged to provide a complete list of Non-Core Items it
intends to make available to the members for purchase, furnishing the information requested in each column of
Schedule A-5. Prices in Schedule A-5 shall be based on the discounts submitted in Schedule A-4. Please note that
the IUC-PG’s evaluation of pricing will be based on the Product Category discounts offered in Schedule A-4, and
not the list provided on Schedule A-5.

Rebates, Incentives & Other Discounts

If suppliers wish to include rebates, incentives or other discounts in their proposals, please complete each
column in Schedule A-6. Provide enough information to allow the IUC-PG to clearly understand the timing and
amount of the proposed rebates, incentives or other discounts. Suppliers are strongly encouraged to provide
examples where appropriate.

Email an excel copy of the completed Supplier Proposal to RFP UN20-112 (Office Supplies).xslx) to
info@iucpg.com with Office Supplies RFP #UN20-112 Supplier Proposal in the subject line in the exact format
that it was sent to you, and include in your submission via DocuSign.
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Attachment A-2: Core Items

This Attachment defines Core Items, Core Item pricing and the method in which price changes to Core Item prices
may be made by the Supplier.

Core Items — Core Items are products with fixed prices for annual time periods and shall be listed in the contract,
or products with fixed prices for annual time periods that are later added to the Core Item list as mutually agreed
to in writing by the IUC-PG and supplier.

Price — Prices for Core Items shall be firm for the initial year of the contract. The prices for products that are
subsequently added to the Core Item list, as mutually agreed to in writing by supplier and IUC-PG, shall not
exceed the price of the same products if they were treated as Non-Core Items. Prices for Core Items that are
added to the Core Item list will be held firm for the remainder of the annual period in which it was added.

Price Changes — Price changes for Core Items shall only take effect on the first day of each annual period following
the initial year of the contract. Price increases for any Core Item shall not exceed Producer Price index (PPI) per

annum.

Core Item Price List — The final starting Core Item list, along with starting prices, shall be attached to the contract.

11
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Attachment A-3: Core Paper Items

This Attachment defines Core Paper Items, Core Paper Item pricing and the method in which price changes to
Core Paper prices may be made by the Supplier.

1.

Core Paper Items — Core Paper Items are cut sheet copy paper products with fixed prices for calendar
quarterly periods of time and shall be listed in the contract, or cut sheet copy paper products with fixed
prices for calendar quarterly time periods that are later added to the Core Paper Item list as mutually
agreed to in writing by the IUC-PG and supplier.

Price — Prices for Core Paper Items shall be firm for the initial six (6) months of the contract. The prices
for cut sheet copy paper products that are subsequently added to the Core Paper Item list, as mutually
agreed to in writing by the parties to the contract, shall not exceed the price of the same products if they
were treated as Non-Core Items. Prices for Core Paper Items that are added to the Core Paper Item list
will be held firm for the remainder of the quarter in which it was added.

Price Changes — Paper pricing shall increase or decrease quarterly by the same percentage increase or
decrease in the short ton price listed in the Paper Trader Report published by Resource Information
System, Inc. (RISI) in the table entitled —Delivered Printing and Writing Paper Prices for Most Common
Transactions for Uncoated Freesheet Papers, grade Std. No. 4, 92 Brt Xerog. The change in the RISl index
will be determined by comparing the RISI index for the 2nd preceding month to the RISI index for the
5th preceding month. As an example, if the first paper price change can occur on July 1, 2021, then such
change in price shall be by the same percentage as the change in the RISl index from February 2021 to
May 2021. Supplier shall provide the IUC-PG with a copy of the Resource Information System Inc.’s table
that is used as a basis for any change in paper prices. The IUC-PG and supplier may agree to replace the
RISI index with the appropriate Producer Price Index (Industry Code: 322, Commodity Code: 09-13). Any
change in Paper Core Item pricing shall be submitted to the IUC-PG, in writing, and shall be accompanied
by supporting documentation and calculations.

Core Paper Item Price List — The final starting Core Paper Item list, along with starting prices, shall be
attached to the contract.

12
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Attachment A-4 : Non-Core Items

This exhibit defines Non-Core Items, Non-Core Item pricing discounts and prices, and the method in which Non-
Core Item price changes may be made by the supplier.

1. Non-Core Items — Non-Core Items are products with fixed prices for calendar quarterly periods of time
and are all products offered for sale to the members by the supplier that are neither Core Items nor Core
Paper Items. Accordingly, any purchase made by a member from the supplier will be deemed a Non-
Core Item if such item is neither a Core Item nor a Core Paper ltem.

2. Price — Prices for Non-Core Items shall be firm for the initial six (6) months of the contract. All Non-Core
Items will be assigned to one of the following discount categories and prices will be determined by the
applicable discount from manufacturer’s list price offered by the supplier for each discount category:

e Art & Crafts Supplies
e Audio, Visual & Meeting Room
e Breakroom & Foodservice
e Business Cases
e Calendars, Books & Forms
e (leaning & Janitorial
® Furniture & Accessories
e General Office Supplies
e Health Care Supplies
e Ink & Toner
e Mailroom & Shipping
e Office Machines & Equipment
e Other Paper
e Safety & Facilities Maintenance
e Technology
3. Price Changes — The Non-Core Item discounts shall be held firm for the entire term of the contract. Price
changes for Non-Core Items shall correspond to changes in manufacturer’s list price, if any, and may only

take effect on the first day of a calendar quarter.

4. Non-Core Discount List — The final discount for each discount category shall be attached to the contract.
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