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INVITATION TO BID
PAPER

SCHOOL, OFFICE & ART SUPPLIES

HEALTH SUPPLIES, OFFICE MACHINES and 
AUDIO VISUAL SUPPLIES and EQUIPMENT
The Capitol Region Education Council (“CREC”) in participation with Arum & Associates, LLC. is pleased to announce the invitation to bid for paper, school, office & art supplies, health supplies, office machines and audio visual supplies, equipment and service on behalf of over one-hundred seventy-five (175) Towns, Boards of Education and Not for Profit organizations.  Through a competitive process, a contract will be awarded for the above mentioned supplies and equipment.  The enclosed document describes both the procedures and the priorities for the contract application.     
Bids may be mailed or delivered to:
Cara Hart
Coordinator of Business and

Operations Services to Districts
Capitol Region Education Council

111 Charter Oak Avenue

Hartford, CT 06106
Bids responses (an original and two copies) along with a catalog IRRESPECTIVE OF POSTMARK DATE AND MEANS OF TRANSMITTAL must be received no later than 11:00 a.m. on Friday, February 24, 2012.  No extensions will be granted.

It is expected that a decision will be made by Friday, March 9, 2012.  All vendors submitting bids will be notified of our decision.

We are pleased to make this opportunity available and look forward to receiving your bid.
The Capitol Region Education Council is an Equal Opportunity Employer.

I. INVITATION TO SUBMIT BID

Through a program called the Connecticut Consortium for Cooperative Purchasing, CREC, in participation with Arum & Associates, LLC., is representing over one-hundred seventy-five (175) Towns, Boards of Education and Not for Profit organizations within Connecticut, Massachusetts, and New Hampshire (the “Represented School Districts”).  CREC invites the submission of signed and sealed bids to furnish paper, school, office & art supplies, health supplies, office machines and audio-visual supplies and equipment to the Represented School Districts.  All bid submissions, along with signed and executed copies of Appendix A, B, C and D, are to be forwarded to:
Cara Hart
Coordinator of Business and  

Operations Services to Districts
Capitol Region Education Council

111 Charter Oak Avenue

Hartford, CT 06106
and must be received no later than 11:00 a.m. on Friday, February 24, 2012 at which time all bids received shall be publicly opened.  Any and all bid submissions received after the time specified, at the place and on the date above stated will not be accepted.  (If CREC has a snow day on Friday, February 24, 2012, the bids will be opened on CREC’s next regularly scheduled business day.)  The bids will be opened from 11:00 a.m. – 12:00 noon.
All bids must be mailed or delivered in person.   
CREC and Arum and Associates are in discussions with the Rhode Island Department of Education to expand the CT Consortium for Cooperative Purchasing into Rhode Island.  The new bid year in Rhode Island begins July 1.  CREC and Arum and Associates reserve the right to leave vendor negotiations open past the April 1 effective date to accommodate this potential partnership.

II. BID SUBMISSION REQUIREMENTS

Please note the following requirements when completing the bid: 
1. Bid prices shall be given separately for each item on the bid list.   
2. All bid responses must be completed electronically using the excel spreadsheets provided.
3. For office machines and audio-visual supplies and equipment please indicate the brand bid on in the “Brand Bid” column.  Our requested brands are identified but, to ensure we know what brand is being bid on, please complete this column.  Substitutes are not accepted unless the vendor can provide us with a sample or, at a minimum, a picture and details.
4. An original printed version of the bid response and two copies must be submitted with a vendor’s submission.
5. An electronic copy of the bid must be submitted with the bid response through either CD, flash drive or other similar medium.  This cannot be in PDF format.
6. Each bidder is also required to execute and sign a transmittal letter (Appendix A), a guarantee and warranty (Appendix B), signature form (Appendix C), and contact person form(Appendix D) which will be included in the bidder’s response.  
7.  Appendixes A, B, C and D may be copied from this package and hand written.  

8. All vendors are required to offer a catalog discount in addition to the pricing specifically offered on bid items.  A copy of the dated catalog must accompany the bid response.  

9. All bids must be signed by an authorized official of the company submitting the bid.  
10. All bids must be tendered in a sealed envelope, the outside of which must bear the bidder’s full name and legal address, and be plainly marked, “CREC Bid on behalf of Connecticut Consortium for Cooperative Purchasing.”

ALL ART MATERIALS MUST MEET THE CALIFORNIA AND NATIONAL SPECIFICATION FOR NON-TOXICITY TO CHILDREN.  AP NON TOXIC GLAZES ARE REQUIRED. 
Prices must be held for the entire bid period.  Vendors must bid only if they have adequate stock to accommodate the bid cycle.  Vendors must notify us of discontinued items, and provide an equivalent replacement, at equivalent pricing, if they are unable to continue to provide an item.
If a vendor is not able to meet these requirements, please contact Cara Hart at 860-524-4021 in advance of the bid submission deadline.

Bid submissions tendered that do not conform with the foregoing requirements may be subject to summary rejection and, at the option of CREC, may be accorded no consideration.

There is no expressed or implied obligation for CREC to reimburse applicants for any expenses incurred in preparing bids in response to this request.
III. SUBSTITUTIONS & SAMPLES
Any substitutions must be listed on the bid forms.   

For office, school, art and health supplies, it is assumed the vendor will bid on the specific brand requested.   If the bidder wishes to bid on a substitute item, the bidder will note that on their submission and include a sample of that substituted item along with submission.  
For office machines and audio-visual supplies and equipment, bids on “alternative” or “equivalent” items will be considered.  Please ensure that any substituted brand and model number (if applicable) is defined in the Brand Bid column.  If a sample cannot be provided, please submit a picture and details.
IV. MANNER OF BID SUBMISSIONS, PRODUCT REQUIREMENTS

Each individual item, whether subject to discount or not, must be extended on a net basis.  In the event of error in extension, the unit price given shall constitute the basis for acceptance or rejection.  

All equipment must be warranted for parts and labor for a minimum of one year.  Warranty will commence on purchaser’s receipt of merchandise.    Vendors will maintain service facilities and stock parts for the items bid.  Service manuals must be available to purchaser upon request.  

V. DELIVERY FEES
For paper, office, art, school and health supplies, all freight, delivery and handling charges will be assumed by the vendor and included in the bid price submitted with no additional charges UNLESS the vendor states a minimum order value on Appendix C.  
No additional service charges or other fees will be charged to the Represented School Districts unless minimum order value is stated on bid sheet.

VI. DELIVERY REQUIREMENTS 
All paper must be wrapped, not banded.

All cartons MUST be identified with the purchase order number.

It shall be a requirement of this bid that the successful bidder(s) guarantee(s) to make inside deliveries (unless noted on the bid document) to individual schools or designations (within the Represented School Districts).  Deliveries must be made between 7:30 a.m. and 2:30 p.m.  It is the responsibility of the successful vendor to coordinate the deliveries, especially if independent truckers are involved.  For large deliveries, town, schools and not for profit organizations MUST be provided with at least twenty four (24) hour prior notice.
All items not shipped in the original carton for convenience of the vendor shall be clearly marked as Miscellaneous Items.

Under no circumstances are items ordered under different purchase orders to be packed in the same carton.
Each shipment shall include a packing slip indicating items shipped and those backordered.
VII. RIGHT OF BID AWARD, REJECTION, OR AWARD TO OTHER THAN LOW BIDDER

CREC reserves the right to award by line or groups of items, to reject any and all bids in whole or in part, to waive technical defects, irregularities, and omissions if, in its judgment, the best interest of the Represented School Districts will be served.  

During the evaluation process, CREC reserves the right, where it may serve the Represented School District’s best interest, to request additional information or clarifications from bidders, or to allow corrections of errors or omissions.  Applicants submitting bids may be requested to make oral presentations as part of the evaluation process. 

CREC reserves the right to retain all bids submitted and to use any ideas in a bid regardless of whether that bid is selected.  
Submission of a bid indicates acceptance by the applicant of the conditions contained in this invitation to bid, unless clearly and specifically noted in the bid submitted and confirmed in the contract between the CREC and the applicant selected.

No person shall be denied or subjected to discrimination for any services or activities made possible by or resulting from this agreement based on race, creed, color, religion, age, gender, national origin, marital status, sexual orientation, genetic information, disability, or any other protected class status under applicable law.  Any violation of this provision shall be considered a violation of a material provision of this agreement and shall be grounds for cancellation, termination or suspension in whole or in part of the agreement by CREC and may result in the bidder’s ineligibility for further CREC contracts.  The bidder shall at all times in the bid and contract process comply with all applicable local, state, and federal anti-discrimination laws, rules, regulations and requirements thereof.  
CREC reserves the full unquestioned right to award this bid, or any part thereof, to the bidder or bidders who, in the best judgment of CREC best meets the interests of the Represented School Districts.  It further reserves the right to waive any and all bid conditions, to reject any and all bids received, and to award this bid or any part thereof, to other than the low bidder, should it appear to serve the best interests of the Represented School Districts.

CREC reserves the right to investigate the financial status and credit rating of any prospective bidder and to disqualify any bidder from participation in this bid based on the results of this investigation.
CREC reserves the right to disqualify any bidder based upon the quality of goods or services offered, or past performance of vendors or services offered.  CREC also reserves the right to recind any awarded bid during the period of April 1, 2012 – March 31, 2013 for quality of goods and services, performance or noncompliance with terms of this bid.
VIII. TIME RESTRICTION ON BID PROPOSAL – PRICES AVAILABLE ONLY TO THE REPRESENTED SCHOOL DISTRICTS
This bid sets forth a request for prices which are to be held firm for the period April 1, 2012 through March 31, 2013.  Bidders are instructed that additional towns, school districts or not for profit organizations may be added or deleted, at the discretion of CREC (current membership list enclosed).   
This bid assumes that all vendors will be able to accept the addition or deletion of additional towns, school districts or not for profit organizations.   If for some reason your company cannot accept this term, please notifying us in writing with your bid submission.  

The bid prices are expected to be the lowest for the item sold during the contract period. 

Vendors agree that they will abide by the prices and discounts offered in their proposals during the period of their bid.  
Vendors will not offer lower prices or higher discounts to Represented School Districts unless those lower prices or higher discounts are extended to all represented school districts and offered through notification of the CT Consortium for Cooperative Purchasing.  
Vendors agree that, subsequent to the awarded bids, they will not offer lower prices or higher discounts to Representative School Districts on bid items which the vendor chose NOT to bid on.  

Failure to abide by this provision may result in forfeiture of current and future participation in CREC bids or invitations to bid.
IX. BILLING AND PAYMENT

Billing and deliveries shall be in accordance with the individual members purchase order instructions.  Payment for goods delivered against purchase orders issued shall be made by the individual group members directly to their awarded bidder(s).
X. MANDATORY COMPUTATION OF ORDERS RECEIVED
Tabulation of all items ordered, including catalog items, by the Represented School Districts shall be submitted no later than November 1, 2012 for the period of April – September and no later than June 1, 2013 for the October – March period.  Failure to provide a complete tabulation may be considered as cause for disqualification for future bids from your firm.  Reports should include:
· Date of order

· Name of CT participant

· List (or academic) price sales totals

· CT participant prices sales totals

· Member savings totals
XI. PENALTY CLAUSE
All orders MUST be delivered and received by the respective schools (within the Represented School Districts) within thirty (30) days of the date of the order is received by the vendor.  Any questions relating to a failure to meet the deadline will be resolved by utilizing the date of the postmark on the envelope delivering the purchase order, or fax acknowledgement receipt, to the vendor.

Failure to meet the deadline will give the individual school (within the Represented School Districts) the right to take any of the following actions:

1. Cancel the order or the remainder of the order.
2. Reach an agreement as to a mutually agreeable date of delivery.  Such delivery to take place within thirty (30) days of the original deadline unless otherwise agreed upon by both parties.
3. Assess a penalty against the bid price of no more that 10% for late delivery beyond the aforementioned thirty (30) day grace period.
4. Assess a penalty against the bid price of 10% for not making inside deliveries not noted on the bid agreement.

It will be the responsibility of each Represented School District to determine which action it will take and to absorb the cost of any litigation resulting from such action.
XII. TAX EXEMPT STATUS

All schools within the Represented School Districts are exempt from the payment of Federal, State, or Local taxes, and enjoy such status under Section 12-412 of the General Statues of the State of Connecticut.  Bid submissions shall not include any tax applications, nor should any subsequent billings for items furnished include any tax application.
XIII. FAMILIARITY WITH SPECIFICATIONS, LAWS AND SPECIAL CONDITIONS

Each bidder shall be required to become familiar with, and must comply with the terms and conditions of these bid specifications.  In addition, the bidders must be familiar with all Federal, State and Local laws, ordinances, or regulations which may, in any manner, relate to his performance if he receives a bid award.  Submission of a bid proposal shall be construed to mean that such examination has been made.  No claims or billings for compensation over and above the contract sum shall be honored, if due to an oversight on the part of the bidder.  Successful bidders must be equal opportunity or affirmative action employers.  Where required, MSD sheets must be submitted.

All of the conditions and requirements of this invitation to bid shall be binding on all bidders.  No change or deviation from any of the conditions and requirements as set forth herein may be made unless permission to do so is given specifically in writing.
XIV. INQUIRIES
Inquiries concerning the invitation to bid and the subject of the invitation must be made to: 

Cara Hart




Ed Arum
CREC Coordinator of Business and
Arum & Associates LLC
Operations Services to Districts

(860) 309-7913

(860) 524-4021



edarum@hotmail.com

chart@crec.org




APPENDIX A
Cara Hart
Coordinator of Business and 

Operations Services to Districts
Capitol Region Education Council

111 Charter Oak Avenue

Hartford, CT 06106
Dear Ms. Hart:

We have read the Invitation to Bid and fully understand its intent and contents.  We certify that we have adequate personnel, insurance, equipment, and facilities to fulfill the specified requirements.  We understand that our ability to meet the criteria and provide the required goods or services shall be judged solely by the Selection Committee.

It is further understood and agreed that all information included in or attached to our proposal that is required by the Invitation to Bid or otherwise shall be public record upon delivery to CREC.   In addition, we are aware that CREC reserves the right to reject any or all bids.  
Also, we attest that the employment policies and practices of our Company are to recruit and employ qualified job applicants without discrimination based on race, creed, color, religion, age, sex, national origin or handicap and to treat all employees equally without discrimination because of race, creed, color religion, age, sex, national origin or handicap.  
Submitted by:

Name of Company:      
Date:

     
(Signature of Company Official)

Typed or Printed Name:      
Title:

     
Telephone:
     
Fax:

     
APPENDIX B

BIDDERS GUARANTEES AND WARRANTIES

Bidder Guarantees 

A. The bidder certifies it can and will provide and make available, at a minimum, all goods or services set forth in the bid covered by CREC’s Invitation to Bid.

Bidder Warranties 

1. Bidder warrants that it is willing and able to obtain an errors and omissions insurance policy providing a prudent amount of coverage for the willful or negligent acts, or omissions of any officers, employees or agents thereof.

2. Bidder warrants that it will not delegate or subcontract its responsibilities under an agreement without the express prior written permission of CREC.

3. Bidder warrants that all information provided by it in connection with this bid is true and accurate.

Signature of Company Official:  






Printed Name of Company Official:      
Title:       
Company Name:        
Date:       
APPENDIX C        SIGNATURE FORM  
Company Name       
By
     _______________________________________


(Signature of Company Official)

By
     _______________________________________



(Printed Name and Title of Company Official)

Address         

          

          
Email address       
Telephone No.         
Fax No.                   
Dated this       day of       2012.
1. If order is to be bundled by classroom, what is the added charge?       
2. Is there an electronic order discount?  If so, what is the discount?       
3. Indicate any payment discounts or penalties.       
4. Delivery terms for non-bid items.       
5. Catalog date for discounted items.       
6. Discount percentage on catalog items.       
7. Is there a minimum order amount for free shipping?   YES     NO

If so, how much?      
8. For paper only – is there an additional “per delivery charge” for delivering inside and stacking shipments on the shelf?   If so, please  provide:        

APPENDIX D – COMPANY CONTACT PERSON 
IF BIDDER IS AWARDED A PORTION OF THIS BID, THE FOLLOWING IS THE CONTACT INFORMATION TO FAX BID REQUESTS TO:  

Company Name        
Contact Name         
Address         

         

          
Email address        
Telephone No.        
Fax No.                   
Bid Fiscal Year 2012-2013
Period April 1, 2012 to March 31, 2013
OFFICIAL BID FORMS

Connecticut Consortium for Cooperative Purchasing

I. Paper - Multi-Purpose
II. School, Office & Art Supplies

· Construction Paper

· Drawing Paper – Tag Board

· Composition Books – Examination Books, Lesson/Plan Books

· Rubber Cement, Chalk, Chalkboard Erasers, Crayons, Glue

· Multi-Purpose Paper

· Office Supplies

· Paper, Practice, Portfolios, Composition Paper

· Ceramics

· Drawing

· Painting

· Printmaking & Block Printing

· Crafts

· Fine Arts

III. Health Supplies

IV. Office Machines and Audio Visual – Supplies and Equipment

�





Arum & Associates, LLC.


Consulting
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