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1 RFR Introduction and General Description 
1.1 Procurement Scope and Description  

The Commonwealth of Massachusetts and the IT Hardware Procurement Management Team (PMT) are soliciting Bidders for the acquisition of a broad range of IT supply and accessory products that will support the statewide contract for IT computer hardware and services (ITC16a).  
The resulting Contract will be the primary Statewide Contract used by Executive Agencies of the Commonwealth for the goods and services covered by the Contract.  The Statewide Contract will also be available for use by other eligible entities listed under the Issuer tab on Comm-PASS.  Each Commonwealth Agency and eligible entity is responsible for executing its own purchase orders and paying its own invoices for goods and/or services acquired from this Statewide Contract. Contractors will be responsible for marketing their goods and/or services to Commonwealth Agencies and other eligible entities. 

Following is a sample list of products to be provided under the statewide contract.  These products are also listed on RFR Attachment 1 “IT Computer Supplies and Accessories Product Listing and Specific Product Pricing” under that attachment’s tabs and 2. The PMT is seeking Bidders who are capable of providing virtually all of the products listed under the following Categories A-H.  Please note that this should not be considered an exhaustive list of items that may be provided under this statewide contract:
A. CPU – Related Internal (Excludes Complete Systems)

1.
Hard Drives

2. Memory (RAM)

3. Optical Drives

4.
Power Supplies

5. System Boards

6.
Cards (Video/Audio/Serial)

7.
Internal Cables (IED/SATA/SCS/PATA)

8.
Other CPU-related internal supplies and accessories

B. CPU – Related External 

1. Keyboards

2. Monitors

3. Mice

4. USB Drives

5. Cables (USB/SCSI/Serial/Audiovisual/Specialty)

6. External Drives

7. Security locks and devices

8. Specialized Computer Tools and Kits

9. Computer Racks and Housing

10. Data Collection Devices

11. Other CPU-related external supplies and accessories

C. Laptop – Related Supplies and Accessories

1. Hard Drives

2. Memory (RAM)

3. Optical Drives

4. Batteries

5. System Boards

6. Cards (Video/Audio/Serial)

7. AC Adapters

8. Internal Cables (IED/SATA/SCS/PATA)

9. Bags, Cases

10. Docking Items

11. Other laptop-related supplies and accessories

D. Printers – (Thermal/Dotmatrix/Inkjet) Related Supplies and Accessories

1. Fusers/Thermal Heads

2. Paper Pick Up Rollers

3. Transfer Rollers

4. Full Maintenance Kits

5. Paper Trays

6. Memory (RAM)

7. LCD Control Display

8. Formatter Boards

9. Printer Servers
10. Other printer-related supplies and accessories
E. Uninterrupted Power Supplies (UPS)

1. Replacement Battery Cartridges

2. Network Management Cards

3. PC/Server UPS

4. Other UPS-related supplies and accessories

F. Servers – Related Supplies and Accessories

1. Drives

2. Power Supplies

3. Management Cards

4. Memory (RAM)

5. Processors

6. Other Server-related supplies and accessories

G. Storage Media - Removable

1. CD/CD-R/CD-RW

2. DVD/DVD-R/DVD-RW

3. Floppy Disks

4. Flash Drives

5. Magnetic Tape Media

6. Back-up Tapes

7. Data Cartridges

8. Data Cleaning Cartridges

9. Data Cassettes

10. Other PC Storage Media Devices

H. Other Computer Related Supplies and Accessories

1. Bar-Coded Labels

2. Blank Labels

3. Technical Books and Manuals

1.2 Procurement Exclusions

The intent of this statewide contract will be to allow a means for eligible entities to procure the most commonly-purchased products in Categories A-H as listed above at discounted pricing and quick turn-around response time.  While some product overlap to existing statewide contracts will be allowed, items that are offered on Statewide Contracts (and any of the successor statewide contracts) with the primary use as listed below will be excluded unless identified under RFR Section 1.1 and/or on RFR Attachment 1:

· Firewall Software and Hardware (ITC10)

· Computer Hardware Systems (ITC16a)

· Telecommunications/Data Infrastructure Cabling (ITC32)

· Software Licensing (ITS14)

· Communication Network Systems and Services (ITT09)

· Telephony and Data Equipment (ITT29)

· Photocopier/Printers/Fascimile/Multifunctional Equipment (OFF16)

· Multimedia/Surveillance/Security Equipment & Systems (OFF18)

· Office Supplies, Recycled Paper and Envelopes (OFF19)

· Office, School & Library Furniture (OFF20)

1.3 Background information 
IT computer supplies and accessories are currently purchased from ITC16a statewide contract.  Any contract resulting from this RFR will be the primary statewide contract for these items.  However, it will be at the Eligible Entities’ discretion to purchase these items from either statewide contract.  The PMT will continue to monitor both contracts to determine which contract offers the best value for Commonwealth of MA purchasers.  
1.4 Number of awards 
The PMT intends to make no more than two (2) awards to Bidders who respond to this RFR and meet all the minimum requirements.  The PMT reserves the right to make fewer or additional awards if needed for the best interests of the Commonwealth.

1.5 Adding Contractors after initial Statewide Contract award

If, over the life of the Contract, if the PMT determines that additional Contractors should be added, these may first be drawn from qualified companies which responded to this Solicitation but were not awarded contracts.  Or, the Solicitation may be reopened to obtain additional bids.  This decision will be made by the PMT based on the needs of the Commonwealth.  

1.6 Acquisition Method(s) 
The acquisition method to acquire goods from any contract resulting from this Solicitation is outright purchase.
1.7 Contract Duration 

The initial term of this Contract is two (2) year(s).  In addition, this Contract has two (2) 12-month renewal options with a maximum Contract term of four (4) years (including the initial term and all possible renewal options). 
1.8 Estimated Value of the Contract 
Please refer to the “Estimated Value (US$)” and “Estimated Units” fields indicated on the Summary tab for this Solicitation on Comm-PASS. The Commonwealth makes no guarantee that any commodities or services will be purchased from any Contract resulting from this Solicitation. Any estimates or past procurement volumes referenced in this Solicitation are included only for the convenience of Bidders, and are not to be relied upon as any indication of future purchase levels.
1.8.1 Basis for estimated dollar value for this Statewide Contract (including all options to renew)  
The “Estimated Value (US$)” on the Summary tab for this Solicitation on Comm-PASS was based on the following:  Contractor sales reports to Commonwealth of Massachusetts eligible entities for FY 2007 and 2006 were reviewed and $9 million is an estimate representing known sales to Commonwealth of MA Eligible Entities under the existing statewide contracts for those two (2) fiscal years.  The $18 million for ITC36 statewide contract represents an estimate of anticipated sales over the contract’s four (4) year life span.      
2 estimated Procurement Calendar 
	EVENT
	DATE

	Solicitation: Announcement of Intent to Procure
	October 29, 2007   

	Request for Information (RFI) Questionnaire
	October 29, 2007   

	Solicitation: Release Date 
	March 28, 2008

	Physical Bidders’ Conference (See RFR Section 2.1)
	April 16, 2008

	Forum:  Start date for Bidders to submit written questions to the Comm-PASS forum
	March 31, 2008

	Forum:  Deadline for submission of written questions
	April 22, 2008  

	Forum:  Official answers published (Estimated)
	April 25, 2008   

	Online Bidder’s Training is held at OSD. Bidders are not required to attend but Bidders who want to attend must Send an email to comm-pass@state.ma.us with online training in the subject line to reserve a seat.
	All sessions are held from


1 PM – 3 PM

April 2, 2008
April 16, 2008
April 30, 2008

May 14, 2008

	Solicitation:  Online submission begins.  Solicitation documents will not be amended after this date (the “Amendment Deadline” on Comm-PASS).
	April 29, 2008

	Solicitation: Close Date / Submission Deadline 
	May 9, 2008    

	Solicitation: Announcement of awarded Bidder(s) on Comm-PASS in the Solicitation Update tab (Estimated)
	June 19, 2008   

	Contract: Estimated Contract Start Date


	July 1, 2008   


Times are Eastern Standard/Daylight Savings (US), as applicable.  If there is a conflict between the dates in this Procurement Calendar and dates on the Solicitation’s Summary tab or Forum pages, the dates on the Solicitation’s Summary tab or Forum pages on Comm-PASS shall prevail.  Any changes in the Estimated Procurement Calendar which are made after the RFR has been published will not result in amendments to the Estimated Procurement Calendar.  Such changes will appear only on the Solicitation’s Summary tab and/or related Forum pages on Comm-PASS.  Bidders are responsible for checking the Solicitation’s Summary tab and related Forum pages on Comm-PASS for Procurement Calendar updates.
2.1 Physical Bidders’ Conference
A Bidders’ Conference is scheduled for Wednesday, April 16, 2008 @ 10:00 AM – 12:00 Noon.  During this Conference, interested parties may ask questions regarding any part or attachment of this RFR.  Questions received will be responded to orally, to the extent possible, at the Conference by PMT members.  However, Bidders should be advised that since only written responses from the PMT will be binding on the Commonwealth, the PMT encourages the Bidder to submit written inquiries by the April 22, 2008 deadline via Bidders’ Forum in all cases where a clear and binding response is required.

NOTE - Although attendance at the Bidders’ Conference is not mandatory, Bidders are encouraged to attend in order to gain a full understanding of the RFR document.

Bidders are responsible for any and all costs associated with attending the Bidders’ Conference.

The Bidders’ Conference will take place at the following location:


Commonwealth of MA, McCormack Building


1 Ashburton Place


21st Floor Conference Room 1

Boston, MA  02108

Send RSVP – providing company name, # in attendance to the following:  

reann.rostamnezhad@state.ma.us
2.2 Written questions via the Online Bidders’ Forum  

The Bidders’ Forum or Online Forum is the opportunity for Bidders to ask written questions and receive written answers from the Procurement Management Team (PMT) regarding this Solicitation.  All Bidders’ questions must be submitted through the Bidders’ Forum found on Comm-PASS (See “Locating an Online Bidders’ Forum,” below).  Questions may be asked only between the “QA Start” and “QA End” dates, when the “Ask a Question” link (located in the right-hand corner above the Forum’s “Question/Answer” tab) is available.
Please note that any questions submitted to the PMT using any other medium (including those that are sent by mail, fax, email or voicemail, etc.) will not be answered.  To reduce the number of redundant or duplicate questions, Bidders are asked to review all questions previously submitted to determine whether the Bidder’s question has already been posted.
Bidders are responsible for entering content suitable for public viewing, since all of the questions are immediately accessible to the public.  Bidders must not include any information that could be considered personal, security sensitive, inflammatory, incorrect, collusory, or otherwise objectionable, including information about the Bidder’s company or other companies.  The PMT reserves the right to edit or delete any submitted questions that raise any of these issues or that are not in the best interest of the Commonwealth or this Solicitation.
Only written response(s) posted on a Bidders’ Forum which has been “finalized” will be binding on the Commonwealth.  The last entry in a Forum’s Summary tab indicates whether answers are final.
2.3 Locating an Online Bidders’ Forum 
· Go to www.comm-pass.com.
· Select the “FORUMS” tab from the main navigation bar.
· Select the “Search for Bidders’ forum” link.
· Enter the Document Number appearing on the front of this document in the “Referenced Solicitation Number” field. 
· Select the “Search” Button.
· Select the search results link appearing at the top of the Search page.
· Select the view icon (eyeglasses) to access the Forum.  There may be more than one Bidders’ Forum for a Solicitation.
Please refer to the Forum for any updated information.
2.4 Debriefing

The PMT will conduct debriefings for unsuccessful Bidders, if requested within 14 calendar days of Contract awards being posted on Comm-PASS. The PMT will provide debriefing guidelines in advance of each debriefing.
3 Specifications 

Additional required terms appear in the Appendices to this RFR.
3.1 Mandatory Bidder Qualifications and Capacity 

In order to be considered for an award the Bidder must show it has the capacity and the experience to meet the needs of the Commonwealth as an IT computer supplies and accessories distributor.  At any time during the evaluation process, the PMT has the right to require a Bidder to provide additional proof of its qualifications and capacity to meet the needs of the Commonwealth.  Following are some of the qualification requirements that the Bidder must provide to prove their capability at the time of bid submission:  

3.1.1 Bidder’s Capacity plan, resources and infrastructure for this Statewide Contract
3.1.1.1 Bidders must currently have the capability of distributing virtually all of the product categories and subcategories described in RFR Section 1.1 statewide to be considered for a contract award.  Bidders will verify this capability by completing RFR Attachment 1 – Product Listing and Specific Product Pricing indicating which product categories and subcategories their company is capable of providing to the Commonwealth’s Purchasing Entities.  A minimum of eighty percent (80%) of the total A-H Categories identified under RFR Section 1.1 and Attachment 1 – Tab 1 must be selected in order for the Bidder to qualify for award under this contract.  However, the PMT may also make award(s) to Bidders that specialize in a small market segment if it is determined to be in the Commonwealth’s best interests.

3.1.1.2 Bidders must provide a Company Profile in their response which includes company organizational structure, location of all facilities, total # of staff, staff titles, and provide a brief firm profile (not to exceed 1 page in length) describing Bidder’s overall operations, qualifications and capabilities which demonstrate company’s proficiency in providing statewide coverage to the Commonwealth’s individual Purchasing Entities to qualify as a qualified statewide contractor.  If Bidder utilizes subcontractors to fulfill required statewide coverage, Bidders must provide subcontractor information for each relationship.

3.1.1.3 All Bidders must submit comprehensive catalogs/price lists for all Product Categories A-H in either electronic format and/or URL to those catalog/price lists which represent product items to be offered under the statewide contract.  Hard copy formats of catalogs/price lists will not be accepted by the PMT.  A comprehensive catalog/price list is defined as Bidder’s standard Commercial Catalog(s) or Price List(s) that offer multiple items in the specific category being bid.  It will be the responsibility of the PMT to determine if a bidder has submitted a comprehensive catalog/price list.  This does not represent, however, that the Bidder’s full catalog/price list will be offered under this statewide contract.  Items that do not comply with the exclusions outlined under RFR Section 1.2 can not be offered to Purchasing Entities under this statewide contract.
3.1.1.4 Bidders must complete the entire Attachment 1 - IT Computer Supplies and Accessories Product Listing Categories A-H tab 1 and Specific Product Pricing under tab 2. This attachment is to be included with the Bidder’s submitted catalog/price list(s) information as described in RFR Section 3.1.1.3 above.

3.1.1.5 The Bidder must offer a Discount Percentage (%) Off the Bidder’s submitted standard commercial catalog(s) and/or price list(s) for products offered under each Category A-H.  This discount percentage (%) off will remain firm for the life of the contract.  This choice of pricing structure has been determined to deliver more transparent price accessibility required for this Commonwealth of MA statewide contract.

3.1.1.6 Bidders may complete RFR Attachment 1A “Additional Items within Contract Scope not listed in Categories A-H under Attachment 1 if they offer additional products not listed in RFR Section 1.1 or on Attachment 1 but which fall within the scope of this solicitation.  In order to be considered for award of these products, Bidder must complete Attachment 1A in its entirety including all required information as indicated.
3.1.1.7 Bidder’s response must verify that their company has been in the business of selling computer supplies and accessories for at least three (3) consecutive years prior to this RFR commercially distributing those types of products.
3.1.1.8 Bidder must provide twenty (20) written references with its bid from customers it has distributed IT computer supplies and accessories during the past three (3) years.  Please note:  These are the same references that must also be provided to Dun & Bradstreet for processing (See RFR Section 3.1.2). 
The Bidder’s references will be contacted between the hours of 9:00 A.M. and 5:00 P.M. EST/EDT, regardless of the reference’s time zone.  References not available during this time frame may be rejected by the PMT.  Incorrect or missing telephone numbers may also result in rejection by the PMT.

The PMT reserves the right to select which, if any, client references will be contacted.

Note:  The following list of PMT Members/Advisors cannot be utilized as references.

	PMT MEMBERS/ADVISORS
	DEPARTMENT/AGENCY

	Brian Scallzio
	Dept. of Revenue

	Gloria Harris
	Operational Services Division

	Greg Barry
	Mass Lottery

	Jim Morrison
	UMass Boston

	Joseph Arigo
	Information Technology Division

	Mark Rousseau
	Dept. of Workforce Development

	Rachelle Hersey
	Dept. of Revenue


3.1.1.9 Bidder must provide a written plan or policy that outlines the steps the Bidder takes to ensure it is not obtaining commodities for distribution that are gray market, counterfeit, fake, ineligible for the manufacturer’s warranty, adulterated, damaged, secured from a “fire sale”, improperly stored, shopworn, outdated or have other problems from its supply chain.  If items described above are sold, they may be returned at any time and in any condition for full credit.  In addition the contractor may incur penalties imposed by the PMT.   
3.1.2 Open Ratings/Dun & Bradstreet Reports

3.1.2.1 Background

The PMT has chosen to utilize Open Ratings and Dun and Bradstreet (D&B), to assist in the evaluation process in two areas, reference checking and financial stability.   The required reports are the “Supplier Evaluation Report” (“SER”) produced by D&B and “Past Performance Evaluation” (“PPE”) (also known as the Supplier Performance Review) produced by Open Ratings. 
3.1.2.2 Estimated Time Required for Report Preparation

Typically, reports can be prepared within 30 days, however, there can be delays in report preparation, particularly if Open Ratings is unable to contact a sufficient number of a Bidder’s customer references to prepare a report, and must contact the Bidder for additional customer references.  It is the Bidder’s responsibility to submit customer references that can be contacted readily.   Bidders may provide up to 20 customer references.  Providing the full 20 customer references increases the likelihood that a sufficient number can be contacted for the PPE to be prepared without undue delay.   Customer references will be called between the hours of 9:00 A.M. and 5:00 P.M. E.S.T. Monday through Friday.   

Also, if Dun and Bradstreet does not have a current Supplier Evaluation Report on file for the Bidder’s company and must update the report, this can require up to an additional 10 business days.  Finally, if a Bidder receives the reports but believes they contain errors, it is the Bidder’s responsibility to contact: Open Ratings (Telephone: 727-329-1184; email: reports@openratings.com) if the problem is with the PPE or D&B's Customer Resource Center (Telephone:  1-800-234-3867; email: reply to email transmitting the reports) if the issue concerns the SER, in time to obtain a corrected version in time to include with the RFR Response or submission by May 9, 2008. 

3.1.2.3 Ordering Information
Bidders are instructed to order their PPE/SER via www.ppereports.com. The PPE report is the more time-consuming to complete (as it involves the surveying of customer references). The completion of this report will trigger the generation of the D&B SER. Bidders must not attempt to order either of these reports directly from D&B.

Bidders should note that when they receive the PPE report, it will include the designation “Supplier Performance Review” near the upper right corner of the first page of the report.  This is the correct report.  The SER report will include the title “SUPPLIER EVALUATION REPORT:  COMPANY NAME” near the top.

On Step 4 of the order process, choose the option “PPE/SER- State Agency, County Agency or U.S. Army.”

When prompted to enter the contact information for the third party to whom the report is to be sent, enter the following:

First Name:  Gloria    Last Name:  Harris

Phone: 61772031-7  

Fax: 6177274527
Notify: Gloria Harris

Email: gloria.harris@state.ma.us  

Confirm Email: gloria.harris@state.ma.us
Address 1: Rm. 1017, 1 Ashburton Place

Address 2:

City: Boston

State/Province:  Massachusetts   Zip/Postal Code: 02108

County: USA
Open Ratings and D&B will send the reports to the Bidder’s contact person named on the Request form and to the designated third party.  
The bidder must make arrangements with Open Ratings to pay for both reports. 

3.1.2.4 Company Name
Bidders must ensure that the company name given on the Open Ratings/Dun and Bradstreet reports matches the name on the Bidder’s Response, unless the company’s name has changed during the time period between requesting the reports and submitting the RFR Response.  In that case, an explanation of the change, including the date of the change, must be provided.

3.1.2.5 Deadline for Submittal
Failure to do one of the following may result in rejection of the Response:

Include the PPE and SER in the proposal submission, or
Include a copy of the order acknowledgement sent when the reports are ordered as directed above, showing that the order was submitted no later than 4/9/2008.

Bidders are advised to monitor the process and to contact Open Ratings if they have not received their emailed copies of the reports as May 9, 2008 approaches.  The PMT reserves the right to accept reports received after this date if circumstances warrant, but will do so only in unusual circumstances and will in no event do so if the Bidder has not ordered the reports by 4/9/2008 and included at least 10 customer references in their report request to Open Ratings.
3.1.2.6 Use of Reports that Have Been Prepared Previously
Bidders who have obtained the two required reports on or after September 1, 2007 may submit those reports instead of providing new ones.  However, they must arrange with Open Ratings for a copy of both reports to be emailed to gloria.harris@state.ma.us in addition to including the reports in their Response.
3.1.2.7 Explanation Required for Certain Scores
Bidders whose “Supplier Risk Score” on the SER is 8 or 9 must provide an explanation sufficient to assure the PMT that the company’s financial position is viable.  Bidders who’s “Overall Performance Rating” on the PPE is 80 or less must submit an explanation of why the PMT should consider awarding a Contract to their company.
Bidders submitting the reports with their Responses will find space on the Response Form for any explanations needed.  Bidders who receive their reports after the Response Deadline must send any required explanation to gloria.harris@state.ma.us, subject “ITC36 SER or PPE EXPLANATION – Company Name,” where “Company Name” is the name of the Bidder’s Company as it appears on the Response Form for.   The explanation must be submitted by May 15, 2008.  Bidders must request a return receipt and follow up if they do not receive one.  
3.1.2.8 (20) Client References required
Bidders are required to provide twenty (20) references for which the Bidder has distributed IT computer supplies and accessories in the past three years on Attachment B.  Each reference should include client name, contact person, address, telephone and fax numbers, e-mail address, date of service(s), and a description of the products provided to the client relative to this contract.  
Bidders must provide references from as many Massachusetts government, state or local agencies as possible.  Bidders must list their references, including both public and private sector companies, in terms of gross revenue received for distribution of IT computer supplies during any twelve-month period preceding the release date of this RFR.  Note that for the purposes of this Section, an Executive Office and all of the Departments under that Executive Office should be counted as one client.  Available Commonwealth of MA Executive and non-Executive Offices, Departments, and Local Government can be reviewed by via the following link to the State’s website under Government Links:
 @ http://www.mass.gov/?pageID=mg2homepage&L=1&L0=Home&sid=massgov2 

3.1.3 Certification of Tax Compliance – Practices: 
Bidder must certify compliance with all Federal and Commonwealth tax laws, including M.G.L. Chapter 62C Paragraphs 49A.    All Bidders, whether or not they are  based in Massachusetts or deriving an income in Massachusetts, must apply for a Certificate of Good Standing from the Massachusetts Department of Revenue, unless they already have a Certificate of Good Standing dated within one year of the due date of the RFR. 
Bidders can apply for a Certificate of Good Standing from DOR in one of 2 ways: 1) apply online – visit DOR’s "Certificate of Good Standing" website or see www.mass.gov/dor for instructions if the previous link is no longer valid 2) complete a paper application (fax to DOR at 617- 887-6262).  DOR will notify the requestor if there are any remaining liabilities or tax requirements. Certificates will be issued only if the organization is in full compliance. Since all applications require extensive research, the Bidder should allow sufficient time to process. For more information on the certificate contact the Certificate Unit at (617) 887-6550.

Since the Certificate of Good Standing takes several weeks, Bidders may include their completed application in lieu of the actual Certificate.   This will not delay Proposal evaluation. However, no contract will be signed with a Bidder until the Certificate is received, which could result in delay of Contract award.

3.2 Desirable Bidder Qualifications and Capacity
The PMT will assess evaluation points to the items deemed most desirable

All bidders must meet the minimum levels of specifications within this RFR. If the bidder can exceed the minimum requirement, evaluation points may be assessed, per specification, depending on the level of added value. This may contribute to the overall evaluation of a bidder's performance.  Following are some of the items that the PMT may consider for additional evaluation points:  (Note:  There may be additional items listed within this RFR that will be considered by the PMT for assessment of evaluation points.) 
3.2.1 On-Line Ordering
Bidders that have a fully functional online ordering site that it would make available to requesting Purchasing Entities with at least the following functionality, may receive additional evaluation points:

· Allow Purchasing Entity to log on to the site using an account number and password

· Allow Purchasing Entity to view a catalog “list” of products with the actual price the Purchasing Entity would pay under the contract.

· Allow Purchasing Entity to place actual orders online through the site.

· Site has at least two (2) levels of security, one level would be to allow viewing of the catalog  to determine what to buy and possibly starting the order, the other level would require a reviewer in a business office to either edit or enter the order and than approve it.

· Bidder would supply training to the Purchasing Entity on the use of online ordering system at no cost to the Purchasing Entity.
3.2.2 Customized Product Catalog
Bidders that agree to prepare a customized on-line product catalog within 90 days of contract award for use by all Eligible Entities for the ordering of products covered by this Contract may be given additional points. This catalog will feature product descriptions and pricing that will reflect the current cost of said items. The catalog will also note recycled/remanufactured items being offered by the Awarded Contractor.  This catalog will be reviewed by the PMT prior to being offered to any Eligible Entity to determine the exact content of the customized catalog. The PMT will make the final decision regarding the catalogue format. It will be the responsibility of the Contractor to keep the catalog information updated.  Any costs associated with this customized product catalog will be assumed fully by the Contractor for the full term of the Contract, including renewal options.

3.2.3 Bidder’s Physical Location and Warehouse

Bidder that has a physical location and a warehouse of sufficient size and is well stocked in order to be able to make timely deliveries of products that are frequently purchased by Commonwealth of MA in large quantities may be given additional evaluation points.
3.2.4 Bidder’s Company Affiliations

Bidder that is considered either a preferred or exclusive manufacturer distributor for certain IT computer supply and accessory items and includes proof verifying their company’s status with the manufacturer/distributor with their bid proposal, the PMT may assess additional evaluation points based on the level of added value.  Bidder may provide proof by submitting an Attachment E Manufacturer/Distributor Certifications for each company which verifies their preferred or exclusive reseller status.
3.2.5 Samples for Evaluation/Try and Buy 

Bidders who are willing to provide sample products to be used by the Purchasing Entity when the Purchasing Entity is conducting product review or evaluation trials prior to purchase and use of a product must indicate this availability with the bid submission.

Information provided to the following RFR Section 3.2.6 will not be considered in the evaluation of the Response but must be supplied with the bid response.

3.2.6 Emergency response plans/preparedness: 

In a declared state of emergency where the safety and well being of Commonwealth citizens are at risk, contractors may be asked to supply the Commonwealth with the commodities and/or services under the Statewide Contract on a priority basis. The Bidder’s Response must include the following:

3.2.6.1 Indicate whether there is a written Continuity of Operations Plan (COOP) that describes how the company will continue to do business in case of an emergency.

3.2.6.2 A list of emergency contact information including name, position/title, phone, email and cell phone.

3.2.6.3 A list of the Bidder’s building location(s) that would be available to serve the Commonwealth during an emergency.

3.2.6.4 A description of the areas of Massachusetts that the Bidder could supply in the event of an emergency (e.g., Entire State, Specific City or Region). 

3.3 Environmental Specifications
It is the intent of the Commonwealth to promote environmental responsibility among its departments and commodity suppliers and require and encourage the use of products and services which minimize negative impacts on the environment and human health.  As a result, the following mandatory and desirable specifications are designed to begin that effort in the area of computer supplies and accessories.  Bidders must agree to meet all mandatory specifications outlined in this section and may be awarded additional points for meeting some or all of the desirable specifications.  In their response to this RFR bidders should indicate how their company is addressing the environmental issues below.  The following section will outline any appropriate requirements.

3.3.1 Energy Star (Mandatory)

Bidders must offer only products which meet the federal ENERGY STAR® guidelines for the following product types:

· Monitors

· Scanners

· External power adapters

Non-ENERGY STAR 
products may be sold only if a special and specific Eligible Entity need is documented and cannot be met by ENERGY STAR products.  In such rare cases, the Contractor must communicate the reason for such a sale to the Commonwealth Contract Manager.  

To review Energy Star specifications and product listings, please go to the following website: http://www.energystar.gov/index.cfm?fuseaction=find_a_product.  As ENERGY STAR guidelines are developed for additional products, the PMT reserves the right to require that only ENERGY STAR products be sold in other product groups.  In their responses, Bidders must provide information on their plan to ensure their compliance with this requirement.  
3.3.2 EPEAT Registered Products (Mandatory)

Under this statewide contract, Bidders must only provide computer monitors that are registered through the Electronic Products Environmental Assessment Tool (EPEAT) at the Silver Level and above.  EPEAT Bronze or non-EPEAT-registered monitors may be sold only if a special and specific Eligible Entity need is documented and cannot be met by EPEAT Silver and EPEAT Gold products.  In such rare cases, the Contractor must communicate the reason for such a sale to the Commonwealth Contract Manager.

EPEAT is a system to help purchasers in the public and private sectors evaluate, compare and select desktop computers, notebooks and monitors based on their environmental attributes. EPEAT also provides a clear and consistent set of performance criteria for the design of products, and provides an opportunity for manufacturers to secure market recognition for efforts to reduce the environmental impact of its products. 
The searchable EPEAT Registry is available at www.epeat.net and includes products that have been declared by their manufacturers to be in conformance with the environmental performance standard for electronic products - Institute of Electrical and Electronics Engineers Standard IEEE 1680- 2006.  As the scope of the standard broadens and EPEAT begins to cover additional products, the PMT reserves the right to require that only EPEAT-registered products be sold in other product groups.  In their responses, Bidders must provide information on their plan to ensure their compliance with this requirement.  

3.3.3 RoHS Compliance (Mandatory)

All products sold under this contract must comply with the European Union Directive 2002/95/EC on the restriction of the use of certain hazardous substances in electrical and electronic equipment (the RoHS Directive).  The Directive bans the sale of electrical and electronic equipment that contains lead, mercury, hexavalent chromium, polybrominated biphenyl (PBB) and polybrominated diphenyl ether (PBDE) flame retardants.

The text of the Directive and related resources are available at http://www.rohs.gov.uk/content.aspx?id=9.  In their responses, Bidders must provide information on their plan to ensure their compliance with this requirement.  

3.3.4 Battery Recycling (Mandatory)

Contractors must provide a take-back service for all rechargeable batteries being replaced under this contract.  In their responses, Bidders must provide information on their plan to ensure their compliance with this requirement.  If there is a cost associated with this provision the cost must be included in their proposal otherwise the service is provided at no cost.  
3.3.5 Take Back

It is desirable that Bidders offer a “take-back program” whereby bidders will collect either on site or through the mail products which have reached the end of their useful life.  Should Bidders offer such a program, they must agree to recycle, reuse, or properly dispose of such products.  Such take-back efforts may also include components of products, such as a collection program for batteries, computer parts, etc.  To receive any points for this section, Bidders should indicate, in their response, the extent of their company’s involvement in this program.

3.3.6 Packaging

It is desirable that Bidders offer products which come in environmentally responsible packaging.  This can include packaging which is made from recycled content, has been source reduced or has been altered to become more recyclable.  Additionally, Bidders may offer a packaging collection system and/or efforts to provide manuals which are environmentally preferable.  Bidders may offer such preferred packaging either through their own efforts or through those of specific manufacturers.  To receive any points for this section, Bidders should indicate, in their response the extent of their company’s involvement in this program.

3.3.7 Heavy Metals and Other Toxic Materials

It is desirable that Bidders offer products in which heavy metals and other toxins have been eliminated or significantly reduced.  It is also desirable that Bidders offer products which have been manufactured without the use of other toxic materials, such as, but not limited to, flame retardants which contain chlorine or bromine, CFCs or HCFCs, and chlorinated solvents.  To receive any points for this section, Bidders should indicate, in their response the extent of their company’s involvement in this program.

3.3.8 Recycled Content and Recyclability

It is desirable that Bidders offer products that have been manufactured with recycled content, in particular recycled plastic and CRT glass.  Additionally, it is desirable that Bidders offer products which have been designed to be easily upgraded, or constructed with modular design or other features to simply end of life deconstruction and recycling.  To receive any points for this section, Bidders should indicate, in their response, the extent of their company’s involvement in this program.

3.3.9 Other Environmental Issues

It is desirable that Bidders demonstrate that they and/or manufacturers are actively pursuing additional ways of minimizing their environmental impacts at manufacturing, assembly, warehouse, distribution and/or other facilities, including, but not limited to:

· Toxics use reduction and/or waste prevention efforts

· Recycling and/or reuse (including the current recycling, reuse and/or remanufacturer of computer equipment by or for Bidder)

· Energy efficiency

· Natural resource conservation

To receive any points for this section, Bidders should indicate, in their response the extent of their company’s involvement in this program.

3.3.10 Contract Flexibility

The PMT reserves the right to negotiate with awarded Contractors to alter, expand or otherwise incorporate other environmental criteria into products offered through this contract.  The PMT also reserves the right to require that certain environmental and health criteria are met during the contract term should the PMT determine that technology and the computer industry are capable of meeting such requirements without leading to any significant change in product performance, availability and cost.

3.3.11 Environmental Performance Verification

The Commonwealth is dedicated to increasing buyer awareness of environmentally preferable products.  From time to time, as the PMT sees fit, Contracts on ITC36 may be asked to provide evidence from manufacturers certifying the status of the environmental desirables as mentioned Section 3.3 above.
3.4 Commodity Specifications 

The following are specifications which are applicable to all products provided under this RFR:

· All IT computer supplies and accessories provided under this contract must be of new manufacture unless the item provided is not available as new, such as some products provided for legacy equipment.  In such cases, the Bidder may propose used, recycled or refurbished items.  However, the Bidder may not propose used, recycled or refurbished items as its primary response to this RFR.  If awarded a contract, the Contractor must clearly indicate to the Purchasing Entity that the items being supplied are recycled/refurbished on any quotes, warranties, contracts and invoices provided.
· At time of sale and where applicable, all commodities sold under this contract must be compliant with the industry’s nationally recognized standards for products such as Underwriter’s Laboratory (UL), ANSI, EIA/TIA, NRTL, TAA, and other industry standards; all applicable Commonwealth of MA laws and regulations; and when applicable, products must meet City of Boston Fire Codes.
· The Commonwealth’s Purchasing Entities require a broad range and depth of IT computer supplies and accessories. Unless otherwise specified in this Solicitation, any reference to a particular trademark, trade name, patent, design, type, specification, producer or supplier is not intended to restrict this Solicitation to any manufacturer or proprietor or to constitute an endorsement of any commodity or service, and the department may consider clearly identified offers of substantially equivalent commodities and services submitted in response to such reference.
· At a minimum, the Bidder must provide the standard manufacturer’s warranty for all products.

3.4.1 Minimum Purchase $ Order Amount
There will be no minimum order purchase requirements for eligible entities under any contract resulting from this RFR. 
3.4.2 Back Orders

A Vendor must notify the Purchasing Entity of a backorder or a delay within twenty-four (24) hours of receipt of an order. Vendors must maintain good ongoing communication regarding the status of a backorder with the Purchasing Entity and identify when delivery can be expected.

3.4.3 Delivery Time Frame

A Vendor must deliver items within five (5) calendars days of receipt of an order unless mutually agreed upon with the Purchasing Entity.  If a Vendor cannot deliver within (5) calendar days the Vendor must notify the Purchasing Entity of the projected delivery date at time of order or within twenty-four (24) hours of receipt of an order.  Should that date later change the Vendor must notify the Purchasing Entity of a new delivery date.

3.4.4 Delivery FOB Destination

Delivery must be F.O.B. Destination with no delivery expenses paid by users of this contract.  F.O.B. destination shall mean inside delivery to the ordering entity desired location.

The Contractor shall be responsible for all delivery and unloading of product at no additional charge.  All deliveries shall be performed during regular working hours, usually 8:00 AM to 5:00 PM EST/EDT Monday through Friday.  Changes may be granted with written approval of the Eligible Entity.

The Contractor must be responsible for the delivery of products in first class condition at the point of delivery, and in accordance with good commercial practice. At a minimum the shipping cases should show the name of the supplier, name and address of receiving customer.  When available these cases should also include any special designation requested by the Eligible Entity such as the purchase order number, part number/stock number, quantity per box, etc.
The Contractor must adhere to established security and/or property entrance policies and procedures established for all Department of Correction facilities or any other Eligible Entities facilities. It is the Contractors responsibility to adhere to those policies and procedures prior to any attempt to enter the premises. The Contractor must be prepared to supply a list of driver's names and any other background information necessary to the Department of Correction or an Eligible Entity for security clearance into the various locations throughout the state. All vendor vehicles are subject to inspection upon entering and leaving all facilities.

3.4.5 Express or Overnight Deliveries

When an emergency or an express delivery is requested by a Purchasing Entity the Vendor may charge the Purchasing Entity the actual cost of the delivery.  The Vendor must inform the Purchasing Entity at time of order that there will be a delivery charge and an estimated cost.  The Vendor must, if requested by the Purchasing Entity, provide a receipt of the delivery charge.  An example would be an overnight UPS delivery.

3.4.6 Drop Shipping

If a Vendor has an order dropped shipped from a manufacturer or other source within the supply chain to the Purchasing Entity the Vendor retains responsibility for the delivery and all delivery costs.

3.4.7 Dock Delivery

A Bidder may receive additional evaluation points if the Bidder offers a dock delivery percentage (%) off discount.  This % off must be indicated on Attachment 1 for Bidder to receive additional evaluation points.  If dock delivery is exercised by the Purchasing Entity, then the discount must be reflected on the invoice upon billing.
3.4.8 Fuel Charges or Fuel Surcharges Prohibited

All fuel charges or fuel surcharges are prohibited under this Contract and Vendors must not bill such charges to Purchasing Entities.

3.4.9 Returns

The PMT has determined that upon notifying the Vendor, a Purchasing Entity will be allowed a period of 30 calendar days after the receipt of an order to make any returns.  The 30 day return policy will be a requirement unless the Vendor at time of order clearly stated in writing to the Purchasing Entity that an item was not returnable.  All items being returned by Purchasing Entity must be in their original packaging and in saleable condition.  Bidders whose return policy exceeds this minimum requirement may be given additional evaluation points.
Damaged shipments will not be accepted. In the event that a shipment is accepted and subsequently found to be incomplete, incorrect, or damaged, the shipment must either be replaced, at no cost to the Eligible Entity, or returned at the expense of the Contractor, for a refund or credit at the purchase price.
Vendor or other source restocking charges are not allowed under the contract for returns.

3.4.10 Customer Service and Support

Vendor must provide a toll-free telephone customer service number for use by Purchasing Entities during normal business hours.  Vendor must provide a field service representative to interact and respond to Purchasing Entities, to provide information, answer questions, and resolve problems.
3.4.11 Operating manuals

Vendor agrees to include all corresponding operating manuals, software disks, and setup guides for all applicable IT computer supplies and accessories procured under this statewide contract unless otherwise agreed to in advance.

3.5 Compensation Structure/Pricing 

The Purchasing Entity and the Commonwealth certify that the products to be acquired under this Statewide Contract will be used for necessary governmental purposes and will be exempt from all taxes presently assessed and levied with respect to personal property. Therefore, all invoices and contract documents must not include a sales tax entry. In the event the use, possession or acquisition of the supply is found to be subject to taxation or other governmental charges, the Eligible Entity will pay such taxes or charges.
Bidders must complete corresponding product pricing and discount percentage (%) off information on Attachment 1 – IT Computer Supplies and Accessories Product Listing and Specific Product Pricing - Tabs 1 and 2.  Attachment 1A is optional.  The Bidder’s pricing proposal will be reviewed by the PMT for purposes of evaluating the Bidder’s products and prices to be offered under a resulting ITC36 statewide contract.  Below are the instructions for Bidders to follow in completing these attachments:
3.5.1.1 RFR Attachment 1 - IT Computer Supplies and Accessories Product Listing – Tab 1.
This attachment represents Categories A-H of products and items that the PMT is soliciting to be provided to the Commonwealth’s Purchasing Entities as listed under this RFR Section 1.1.
3.5.1.2 Instructions for completing RFR Attachment 1 – Tab 1.  Information which must be provided under this tab:
· Bidder must indicate which Categories and/or specific items under subcategories that you are capable of providing by selecting an “X” in the appropriate box for each category and/or item subcategory that you will provide on a statewide contract to Purchasing Entities.  A minimum of eighty percent (80%) of the total A-H Categories identified under RFR Section 1.1 and Attachment 1 – Tab 1 must be selected in order for the Bidder to qualify for award under this contract.
· Bidder’s Pricing Source(s) - Name, Date of Bidder’s electronic version standard commercial catalog(s) and/or price list(s) which contains the manufacturers’ products, description, features, options, pricing, etc. that the discount % off is applied.  

· Available URLs for Bidder’s Pricing Source(s) must be listed.  If no URL is available, an electronic version of Bidder’s standard commercial catalog/price list must be submitted with Bidder’s response.  Bidder must limit the number of uploaded catalog(s)/price list(s) to a maximum of ten (10).

· Bidder must indicate a number estimate of the different Manufacturer/Distributors Bidder will offer in each product subcategory.

· Bidders’ Discount Percentage (%) Off Price Structure Offered.  This Discount Percentage (%) Off remains firm for the life of the contract.  The PMT has determined that the pricing structure choice of discount percentage (%) off Bidder’s standard commercial catalog or price list offers the most transparency and efficiency required for this statewide contract.  Bidders have the following options for providing their discount percentage (%) off:

· One (1) uniform discount percentage (%) off proposal – 
a) for all categories (A-H) listed for Bidder’s entire catalog/price list 

b) for each individual category (A-H) listed

c) for each subcategory of products listed
· Multiple discount percentage (%) off proposal – 

a) for individual categories (A-H) listed 

b) for each subcategory of products listed 

c) for each (or multiple) manufacturer brand(s) 

3.5.1.3 The following examples are presented for Bidders to reference when completing Attachment 1 – IT Computer Supplies and Accessories – Tab 1:

	CATEGORY A - CPU - RELATED INTERNAL
	Bidder marks (x) here indicating capability of providing all products in Category and Subcategory items listed below:
	Indicate Name, Date for Bidder’s Standard Commercial Catalog(s)
	Indicate Available URL(s) for Pricing Source(s).  If no URL provided, catalog must be submitted electronically with bid response. 

(limit 10)
	Indicate # estimate of different Manufacturers Bidders will offer in product subcategory
	Indicate Bidder's Discount Percentage (%) Off for product items under the Category 

	
	x
	XYZ Company Product Catalog - 2008 
	 www.xyzco.com
	
	

	1
	Hard Drives
	x
	
	
	28
	50

	4
	Power Supplies
	x
	
	
	5
	10


3.5.1.4 RFR Attachment 1 - IT Computer Supplies and Accessories Product Listing – Tab 2.
This attachment represents products and items that have been purchased by Commonwealth of MA Eligible Entities historically.  Bidders must provide pricing information for these specific products for evaluation purposes by the PMT.

3.5.1.5 Instructions for completing RFR Attachment 1 - Tab 2.  Information under this tab must be provided by Bidder for all product items listed:
· Column A – Item No.  No information needed in this column.

· Column B – Product Description.  If a specific brand is indicated for line item, Bidder should quote brand specified or Bidder must clearly note on that product line the equivalent name brand if an alternate for product item is offered.  If item is discontinued, obsolete, or any other reason why item is not offered, Bidder should indicate on product line.
· Column C – Bidder must indicate Name, Date and available URL for Bidder’s standard commercial catalog.  If no URL provided, catalog must be submitted electronically with bid response
· Column D – Bidder must include list price for item as taken from Bidder’s standard Commercial Catalog or Price List indicated in Column C.

· Column E – Bidder must list Discount % Off for product item.  This Discount % Off must correspond with the Discount % Off indicated under Tab 1.

· Column F – Unit of Measure.  No information needed in this column.  Exception:  If product item is only available in another unit of measure than what is indicated, Bidder will change the unit of measure.  (Make sure PMT can distinguish any changes made by Bidder.)

· Column G – Quantity.  No information needed in this column.  All prices quoted must be based on a quantity of one (1).  Exception: If the product item can only be ordered in a specific quantity, Bidder may change the quantity. (Make sure PMT can distinguish any changes made by Bidder.)

· Column H – Bidder’s Contract Price for Product Item – Bidder must indicate the resulting contract price for item upon applying the Discount % Off to List Price.
· Column I, J, K, L, M, N, O, P, Q – Volume Percentage (%) Discount (VPD) Off Catalog Price.  This refers to new percentage discounts Bidder offers based on volume purchase.  Bidder must indicate the Discount % offered for the volume bands listed.  In Columns N, O, P, Q, Bidders may enter additional Discount % and volume bands, if available.  See example below.
3.5.1.6 The following examples are presented for Bidders to reference when completing product line items listed for Attachment 1 - IT Computer Supplies and Accessories Product Listing and Specific Product Pricing - Tab 2:
	A
	B
	C
	D
	E
	F
	G
	H
	I
	J
	K
	L
	M
	N
	O
	P
	Q

	ITEM NO.
	PRODUCT DESCRIPTION
	PRICING SOURCE - NAME, DATE and available URL(s) - If no URL provided, catalog must be submitted electronically with bid response (limit 10)
	PRICING SOURCE – Bidder’s Standard Comm-

ercial Catalog LIST PRICE
	BIDDER's DISCOUNT % OFF for ITEM
	Unit of Measure
	Qty.
	Contract Price for Item
	VOLUME DISCOUNT % OFF –  Bidder must list below what Volume Discount % Off is offered for the Volume Bands listed.  (Based on Per Order Quantities).

	
	
	
	
	
	
	
	
	25+
	50+
	75+
	100+
	200+
	O

T

H

E

R
	O

T

H

E

R
	O

T

H

E

R
	O

T

H

E

R

	1
	 AXIOM 4GB  V2.0 STEALTH USB FLASH DRIVE
	 Computer Products Catalog 2008

www.cpa2008.com
	10.00
	10
	Ea.
	1
	 9.00
	10
	10
	15
	20
	25
	300+ 

30
	1K +

50
	
	

	16
	 

MEMOREX 256MB THUMBDRIVE
	 Computer Products Catalog 2008

www.cpa2008.com
	98.95
	15
	Ea.
	1
	84.11
	15
	20
	20
	25
	30
	
	
	
	


3.5.1.7 RFR Attachment 1A, “Additional Items within Contract Scope not listed under Categories A-H under Attachment 1”

Bidders may submit additional products they can provide, not listed on Attachment 1, which fall within the scope of this solicitation in separate spreadsheet(s) RFR Attachment 1A.  Bidder must provide all pricing information for these products as indicated on this Attachment 1A.
3.5.2 $ave$mart Program 

The OSD $ave$mart Program is a partnership between OSD and Statewide Contact Vendors.  The purpose of the program is to create additional cost savings and opportunities for all Eligible Entities utilizing Statewide Contracts. These opportunities could be in the form of reduction in cost for a limited time, free training opportunities, and other offerings. Awarded Vendors would notify the OSD Contract Manager of any price reductions they are willing to provide, including those which are time- or quantity-limited, as a promotional or competitive strategy, an inventory reduction initiative, or for any other reason.  If suitable, the cost savings will be showcased in the $ave$mart section of OSD’s website.

3.5.3 Prompt Pay Discounts (PPD)

All Bidders must submit agreeable terms for Prompt Payment Discount on Attachment A Bidder’s Checklist and Response form.  Vendor participation in the Commonwealth’s Prompt Payment Discount (PPD) initiative for receiving early and/or on-time payments by Purchasing Entities is mandatory unless the Bidder can provide compelling proof that it would be unduly burdensome.
Vendors need to be aware that all PPD discounts offered will automatically be taken by the States Accounting System MMARS based upon the date a correct invoice is received by a Purchasing Entity and the payment is generated in the MMARS system.  The PPD discount is taken directly from the payment and applies to all sales under the contract.  Purchasing Entities not using MMARS such as political subdivisions will take the PPD by hand.

3.5.4 Commodities’ update pricing process and approvals 

After award, Vendors may submit a request to add products which fall under the solicitation scope by submitting a new RFR Attachment 1 highlighting the requested additional product category or item(s) to the Contract Manager and PMT for review.  The additions need to be at the same discount percentage (%) off or greater for the specified Contract product category.  All pricing, terms and conditions of additional items will apply to new items. Additional items must meet or exceed the performance specification of the awarded item(s).

Addition requests will be reviewed on an individual basis no sooner than 6-months after commencement of this contract and in 6-month intervals thereafter.

Contractors will be promptly notified of the acceptance or rejection of addition requests. No requests for additions can be offered to an Eligible Entity until the request is approved.  If rejected, the Contractor(s) can not offer the item(s) to any Eligible Entity as a contract item. Non-compliance with the above statement may result in a written warning, penalty assessment and/or contract termination.
The addition guidelines are subject to change by the OSD Contract Manager and PMT throughout the life of the contract.
3.5.5 Scheduled or automatic price adjustments
Any discount percentage (%) off proposed by the Bidder must remain firm for the life of the contract.  Prices for specific products and items may change over the life of the contract but the percentage which determines the final price to the Commonwealth will remain firm for the life of the contract (unless that discount % offered is increased by Vendor).  The percentage off applies to new products added with the product categories covered by RFR Attachment 1 or 1A. 

3.6 Affirmative Market Program (AMP) Plan 

Massachusetts Executive Order 390 established a policy to promote the award of State Contracts in a manner that develops and strengthens Minority and/or Women Business Enterprises (M/WBEs).  As a result, M/WBEs are strongly encouraged to submit bid Responses to this RFR, either as prime vendors, joint venture partners or subcontractors.  
To assist and encourage Bidders’ participation in the Affirmative Market Program (AMP), the AMP section of the RFR will be evaluated at a minimum of 10% of the total evaluation.  In order to satisfy this section of the RFR and qualify for any portion of the AMP evaluation, the Bidder must provide an AMP Plan with their proposal.  

3.6.1 AMP Plan
The Affirmative Market Program Plan (AMP) Form (Attachment D under Specifications tab) must be completed and submitted with the Bidder’s Response to the RFR.  The PMT requires Bidders to make a significant commitment to partner with certified Minority- and Women-Owned Businesses in order to be awarded a Contract.  A SOMWBA-certified Bidder may not list itself as being an Affirmative Market Program Partner to its own company. All Bidders, regardless of their certification status, are required to submit a completed AMP Plan Form as part of their Response for evaluation.  In addition, a narrative statement can be included to supplement the AMP Plan Form providing further details of the AMP commitments. The submission of this narrative statement does not replace the requirement of the AMP Plan Form. Bidders must submit one form for each M/WBE AMP Relationship.

3.6.1.1 Bidders must commit to spending a minimum of 2% of the income they receive from ITC36 with SOMWBA-certified WME and/or WBE firms in each twelve-month period of the contract.  Bidders making the 2% commitment will meet the mandatory requirement and will receive 0 additional evaluation points.  Bidders who commit to spending more than the minimum 2% of the income they receive from ITC36 with SOMWBA-certified WME and/or WBE firms will receive additional evaluation points up to 10 points total based on the level of commitment.  Bidders should be aware that in order to be awarded a Statewide Contract, it is an OSD requirement that Bidders commit to a significant Affirmative Market Program.  Bidders must indicate their expenditure commitment on the Affirmative Market Plan Form (Attachment D) section 1, 2 or 3 as a percentage of the anticipated gross revenues resulting from this contract.
3.6.1.2 Expenditure Commitments with SOMBWA-certified M/WBEs may be made in any of the following ways, or in other ways approved in advance by the Commonwealth Contract Manager:

· Subcontracting under ITC36 
· Growth and Development initiatives, such as:
· Sharing or funding a booth at OSD Marketing Events (See RFR Section 3.7 below)
· Paying for attendance at other trade shows or industry conferences;
· Providing or funding training or other skill development assistance;
· Providing other opportunities for the AMP partner to obtain business, by introducing them to clients or providing contacts; or
· Other initiatives contributing to the AMP partner’s growth and development.
· Ancillary services initiatives, such as:
· Ancillary services obtained from SOMWBA-certified companies, such as:
-
Office or Information Technology equipment or supplies;
-
Travel arrangements;
-
Subcontracting with commercial or other non-state government clients;
-
Space rental;
-
Catering; or
-
Any other goods or services obtained from SOMWBA-certified M/WBEs.
3.6.1.3 Contractors will be required to report semi-annually on their AMP expenditures.  Only actual dollars expended by the contractors will be counted toward the commitment.  SOMWBA M/WBE certificates must be provided with each report for the SOMWBA-certified M/WBEs named in the report.  Bidders must be prepared to submit documentation of expenditures (receipts, subcontracting agreements, etc.) if requested to do so by the Commonwealth Contract Manager. 

Bidders who fail to meet their AMP commitments may be subject to contract suspension and/or contract termination.
Please note that SOMBWA-certified Bidders will be evaluated on their Affirmative Market Programs just as non-SOMBWA-certified Bidders are evaluated.  A SOMBWA-certified Bidder may not list itself as being an Affirmative Market Program Partner to its own company.

3.6.1.4 A copy of the current SOMWBA certification letter or a copy of the application that was submitted to SOMWBA should be submitted for each MBE or WBE firm that will be used to meet the AMP commitment.
..  .

A directory of SOMWBA certified firms is available via the Internet at www.state.ma.us/somwba.  A Minority Business Enterprise (MBE) or a Woman Business Enterprises (WBE) is defined as a business that has been certified as such by the State Office of Minority and Women Business Assistance (SOMWBA).  Minority and women-owned firms that are not currently SOMWBA-certified but would like to be considered as an M/WBE for this RFR should apply for certification.  A SOMWBA application submitted will be considered for the purposes of this RFR.  For further information on SOMWBA certification, contact the State Office of Minority and Women Business Assistance at (617) 727-8692 or at the www.state.ma.us/somwba website. 

3.7 Participation in the annual OSD marketing events (STAR and EPP Vendor Fairs) 

OSD hosts two annual marketing and training events to educate public purchasers on the commodities and services available on Statewide Contracts, to highlight innovative Environmentally Preferable Products and to provide marketing and networking opportunities to the business community:

· The Statewide Training And Resource (STAR) Exposition takes place in the Spring (April or May) of each year, and
· The Environmentally Preferable Products (EPP) Vendor Fair and Conference is conducted in the Fall (October or early November). 
Both events are well attended by public purchasers representing all Commonwealth agencies, cities and towns across the Commonwealth, independent authorities, higher education and eligible not for profit human and social service organizations.  These events provide exceptional opportunities for Statewide Contractors to market directly to thousands of attendees.  OSD believes that these events have significant marketing value and are extremely cost effective. 
The one-day STAR event is currently held in Boston, MA at the Bayside Exposition Center and only Statewide Contractors may be exhibitors.  The cost to exhibit is approximately $1,000. OSD believes that the STAR event is important because it provides public purchasers with an opportunity to meet over 300 Statewide Contractors at one event and receive important information on new products, services and technologies. Also, it provides Statewide Contractors with the opportunity to make and renew business relationships with existing customers and to market their business to approximately 2,000 attendees, many of whom represent potential new customers.  
The one-day EPP Vendor Fair and Conference event is held in Worcester at the DCU Center. The target audience is the same as STAR but with a focus on EPPs (e.g. products made with recycled content, or those able to save energy, conserve water or other resources, reduce waste, etc.). The exhibitors are both Statewide Contractors and businesses that offer EPPs and seek to do more business with the Commonwealth. The estimated cost to exhibit is $600. The key benefits include the opportunity for EPP vendors to showcase their companies and environmentally friendly products/services to over 1000 attendees, and to make contacts with a host of facility and environmental managers.  The PMT reserves the right to determine if a particular awarded Contractor will be considered an EPP Vendor.
Please note that participation in these events is not required and no points will be awarded to those Bidders who commit to participate in these events.  However, Bidders who indicate their willingness to participate in the STAR event and/or the EPP event in their RFR Response will be required to honor their commitments for the duration of their Contract, if awarded a Contract. 
3.8 Requirements for Doing Business after a Contract Has Been Awarded
The requirements below are specific to the Statewide Contract, if any, awarded as a result of this Solicitation.  Awarded Bidders (Contractors) must also comply with the requirements stated in Terms and Requirements Pertaining to Awarded Statewide Contracts.
3.8.1 Security and confidentiality 

The Contractor shall comply fully with all security procedures of the Commonwealth and Commonwealth Agencies in performance of the Statewide Contract.  The Contractor shall not divulge to third parties any confidential information obtained by the Contractor or its agents, distributors, resellers, subcontractors, officers or employees in the course of performing Contract work, including, but not limited to, security procedures, business operations information, or commercial proprietary information in the possession of the Commonwealth Agency.
3.8.2 Contract Management (Contractor’s interface with Commonwealth’s Contract Manager) 
The contact in the Issuer tab on Comm-PASS website for this statewide contract will be the Commonwealth Contract Manager. 
The Commonwealth Contract Manager and the Procurement Management Team (PMT) work together in all operational matters pursuant to this solicitation and statewide contract.  The Commonwealth Contract Manager, the final authority concerning these matters, has the following responsibilities:
· is primary contact for this solicitation and for any Contracts resulting from this solicitation

· provides timely response to requests from Purchasing Entities and Contractors 

· facilitates meetings, when required, between PMT and Contractor(s)
· receives and reviews Contractors’ electronic documents for up-to-date transparent pricing of catalogs, cost tables, Contractors’ websites
· receives and reviews any Contractors’ Change notifications including, but not limited to, changes to the Contractor’s contact information, company name, legal address, payment address, tax identification number, authorized signatories, SOMWBA-certification status, or EFT information (this change notification must be promptly reported via email to the Commonwealth Contract Manager).  In some cases additional paperwork will be required to effect the change.
· receives and reviews changes to Contractor’s account team which includes the Contractor’s single point of contact or Contractor’s Contract Manager or replacement of other Contractor staff which will affect the ITC36 contract.
· receives and reviews addition requests for products and/or price updates to the Statewide Contract.  Procedures for requesting these additions and/or price updates are outlined under RFR Section  

3.8.2.1 Report requirements & due dates 

The Bidder agrees in its proposal that if awarded any contract resulting from this RFR it will email semi-annual reports (in Microsoft Excel® format) to the Commonwealth’s Contract Manager. 
The Bidder must agree to submit these semi-annual reports within 30 days after the end of each of the Commonwealth’s FY semi-annual periods.  The Commonwealth’s semi-annual report periods end December 31st and June 30th.

At a minimum, the required reports must contain the following information:

· Contractor Information: name, contact name, address, telephone, fax, e-mail address, and web page URL;

· Engagement Information:  list of contracting agencies, contact names, and list/description of all products and/or services contracted;

· Revenue Information: list of contracting agencies with list of products purchased including the product descriptions, quantities, unit costs, and total annual revenue by contracting Agency, and total revenue by contracting Agency for the six month period being reported. 

· AMP Information: A list of SOMWBA certified companies with expenditure information for the reporting period.

Report templates will be posted on Comm-PASS.  If additional information (other than what is listed above) is requested on the report template, Contractors must provide this information if it is available.

3.8.3 Orders (Contractor’s Interface with Commonwealth Agencies) 
3.8.3.1 Request for Quotes
At a minimum and upon request, Bidder must have the capability of providing quotes within 48 hours to any statewide contract end user by toll-free phone, fax and email access.  Bidders that offer quotes via an on-line ordering system may be given additional points.

A Purchasing Entity may contact one or more Vendors on the Contract when a product is required.  The Quote the Vendor provides to the Purchasing Entity must be in accordance with the contract scope and product prices as provided on the Vendor’s Cost Tables.  Prices quoted can not exceed the approved prices indicated on these cost tables.  Prices may always be lowered via negotiations with Purchasing Entities.  Contractors will be responsible for maintaining the reliability of the Quotes throughout the life of the contract. 
3.8.4 Billing/Invoicing
The correct and timely billing for computer supplies and accessories used by the Commonwealth is of utmost importance.  Commonwealth Agencies do not have the human resources to continually verify and correct erroneous bills from Contractors.  Incorrect or tardy invoices affect all aspects of the Commonwealth Agencies existing budgets, spending, allocation of funds and fiscal year planning.
Commonwealth Agencies will not tolerate consistent and continual erroneous or untimely billing.  Such behavior on the part of the Contractor may result in the removal of the Contractor from the existing contract for poor performance.
The Contractor must provide Customer Service Billing Representatives that are available to resolve outstanding billing issues.  The Bidder must describe, in its response, how it will provide such billing support to Purchasing Entities.
The Contractor must agree to provide Customer Service Billing Representatives that are trained in and familiar with the both the terms and conditions of the ITC36 procurement requirements and the Contractor’s billing system.
The Contractor must provide, to the contracting Agency, primary and secondary Customer Service Billing Representatives and include contact telephone numbers, facsimile numbers and e-mail addresses for each.
The Bidder must agree that invoices to the contracting Agency for products and/or services delivered in the current fiscal year (July 1st to June 30th) are reconciled by July 30th to ensure payment from appropriate budgets. 
The Contractor must not submit invoices for products which do not fall under RFR Section 1.1 Procurement Scope and Description or for items or services that have not been approved by the PMT.  Invoices that contain charges for products or services which have not been previously approved by the PMT will not be honored.
The Contractor must not submit invoices that include costs that have been increased over those proposed in the Cost Tables during the course of this contract.
The Contractor must provide an invoice that list the items or service purchased in a clear, understandable manner.  The invoice must include the quantity of each item, a description of each item and the cost for each item in a simple report format understandable to the “lay person”.  The use of “codes” in place of product description will not be acceptable in the Contractor’s invoice although the Contractor may list associated billing codes for its own use.

It is desirable that the Bidder provide a web-based application for the accessing of invoices by the contracting Agency. The Bidder must describe this web-based application in detail in its response including how security is maintained for the contracting Agency’s account.  It is desirable that Bidder have the ability to customize invoices to meet the needs of individual Commonwealth of MA purchasing departments and agencies.
3.8.4.1 Incorrect Invoices
The Bidder must agree, in its response, that it understands the following instructions to Agencies for dealing with incorrect invoices. 

In compliance with the Office of the State Comptroller’s Expenditure Guidelines, Agencies may apply reasonable standards of invoice verification.
Incorrect invoices from Contractors, whether paper or electronic documents, should be returned to and corrected by the Contractor and not adjusted by the Agency staff.
A correct invoice must be received by the Agency within 60 days of the date of dispute to be paid.
There must be evidence of a permanent solution of the error condition. Non-recurrence of the error condition will be considered an acceptable solution.
If the error is found to be inherent in the Contractor’s billing system, a correct bill is still required.
If these guidelines are not met, the Contractor will assume responsibility for the charges.
The above guidelines shall be followed by Agencies contracting for the proposed products under ITC36 statewide contract.
3.8.4.2 Payments to Vendors
It is required that payments received by the Contractor be appropriately posted to the specific contracting Agency’s account for which the payment was received.  The Contractor must not create a single “Commonwealth of Massachusetts” account to which it will post received payments.

The Bidder must describe, in the response, how payments received are posted to the specific Agency’s account.

The Contractor is required to provide, at the request of the contracting Agency, written reports to demonstrate the Contractor’s account receivables procedures including a payment history of the Agency.
3.8.5 Alternatives

Bidders may propose alternatives for equivalent, better or more cost effective performance than specified under this Request for Response with their bid response.  At any time during the life of any resultant contract, Contractor’s may propose alternatives for equivalent, better or more cost effective performance than specified under their original Response.
3.8.6 Performance Requirements

The Commonwealth is endeavoring to deliver the best value Contract to facilitate the needs of our customers. However, it is important to measure the Contractor's performance to ensure that the Contract is in compliance with what has been requested and what the Contractor has offered in this RFR. The Commonwealth recognizes that it is important to establish a partnership with the Contractor but the Commonwealth must put in place performance requirements to safeguard and ensure Contract performance.

3.8.6.1 Performance Measurements 

The PMT has established the following criteria to monitor bidder performance for this contract. The measurement will be satisfactory or unsatisfactory. The following sections of specific performance areas will be subject to measurement:
Customer Satisfaction: It is required that the Contractor maintains customer satisfaction in the following areas:

· Customer Service – Including, but not limited to, timely response to shipping or billing inquiries.  Sales Support in presenting the contract terms and conditions including accurate price quotes to an Eligible Entity.
· Report Compliance - Awarded Contractors must satisfy all reporting requirements within this RFR in the agreed format on a semi-annual basis and/or as requested. 

· Affirmative Market Program Compliance - Commitments made by each of the awarded bidders will be monitored and incorporated in each bidder's performance measurement criteria. Measurement criteria are to be determined according to each individual bid proposal.

· Account Manager - It is required that the Contractor's Account Manager facilitates the needs of this Contract. The Contractor must replace an Account Manager when requested by the OSD Contract Manager. The OSD Contract Manager, in concert with the PMT, will monitor the performance of the Contractor(s) on an ongoing basis.

· Complaints - It is required that Contractors accept the provisions of this RFR in its entirety. Complaints may be generated and submitted in writing to the Contractor Manager by Eligible Entities and other bidders.

· The OSD Contract Manager and PMT may also submit complaints in writing to contract bidders for immediate resolution pertaining to any condition of compliance with contractual provisions.

· Immediate attention and resolution given to complaints and the number of complaints filed will be the criteria used for measuring performance in this section.
3.8.6.2 Failure to perform contractual obligations

Failure to maintain a satisfactory performance rating yearly or per written incident will result in a negotiated penalty between the OSD Contract Manager, PMT and Contractor. If the OSD Contract Manager and the PMT receive written complaints of non-compliance with the service requirements then the OSD Contract Manager and the PMT reserve the right to negotiate with the Contractor, a reasonable penalty, based upon the degree of the non-compliance.  The following penalties are examples that the OSD Contract Manager and PMT have, at their disposal, to negotiate with the Contractor and do not limit the OSD Contract Manager and PMT from creating additional penalties more appropriate for the individual situation.
Contractor written warning and subsequent financial penalty (e.g. Free supplies for the Eligible Entity(ies) affected by the unsatisfactory service response for a period of time at a value negotiated by the OSD Contract Manager, PMT and Contractor; supply value credit per incident and/or per Entity for non-performance etc).
3.8.6.3 Unsatisfactory performance remedies 
The PMT will provide the Contractor(s) in question the opportunity to cure a performance-related issue.  In the event of continued performance-related issues, the PMT can take actions that include but not limited to:

· The OSD Contract Manager and PMT reserve the right to make additional awards from the original bids submitted in a category.

· Suspend the ability of the Contractor(s) to sell supplies in their awarded category(ies).

· Terminate the contract of the Contractor(s) in their awarded category(ies).
4 Evaluation criteria  

A Bid that is submitted as a hard copy on paper will not be evaluated by the PMT.

Failure to submit all components of your Bid as instructed in the RFR could prevent the PMT from being able to evaluate your Bid and prevent you from being awarded a Contract.
Mandatory Specifications must be met in order for a Bid to be evaluated and failure to comply with a mandatory specification may be used to disqualify Bidders. The PMT reserves the right, at its discretion, to determine if non-compliance with a Mandatory Specification is insignificant or can be easily corrected.
4.1 Evaluation Components 

The following evaluation methodology will be use by the PMT in evaluating Vendor’s responses. The final evaluation criteria used by the PMT in conducting its evaluations will be more detailed and sealed until the solicitation deadline.  The following is an outline of the major components of the evaluation criteria which will be utilized by the PMT in conducting its evaluations.  

4.1.1 Mandatory Bidder Qualifications and Capacity

Zero (0) Award points are available for this section.  The PMT will first determine, based upon the Bidders response and investigations the PMT may make, if a Bidder is both qualified and has capacity.  If the PMT determination is YES the evaluation will proceed.  If the PMT determination is NO the evaluation will end and the Bidder will not be awarded a contract.

4.1.2 Desirable Bidder Qualifications and Capacity

Twenty percent (20%) of the available evaluation points are available for Bidders whose response indicates that they have the capacity, experience and customer service that will be the most beneficial to the Commonwealth of MA users.
4.1.3 Environmental Plan
Ten percent (10%) of the available evaluation points are available for Bidders whose response indicates that they have a business environmental plan in place that not only meets the mandatory requirements of this RFR but goes beyond those requirements and provides EPP initiatives that will be the most beneficial to the Commonwealth of MA.
4.1.4 Compensation Structure/Pricing

Sixty percent (60%) of the available evaluation points are available for Bidders whose response indicates that they will provide the best prices for products purchased under this contract.
4.1.5 Affirmative Market Program Plan 

Ten percent (10%) of the available evaluation points are available for Bidders whose response indicates that they have (or will establish) an Affirmative Market Program (AMP) Plan in place that not only meets the mandatory requirements of this RFR but goes beyond those requirements and provides AMP initiatives that will be the most beneficial to the Commonwealth of MA.
5 HOW TO SUBMIT A BID RESPONSE

All Bidders may begin creating and compiling response materials as soon as the Solicitation containing files on the Forms & Terms tab and the Specifications tab is in an OPEN Document Status.  When submitting response materials prior to the Solicitation Close Date, the ability to upload documents is only available to active SmartBid account holders after the Solicitation Amendment Deadline has passed.  Once the Solicitation Close Date and Time has passed, interested Bidders will be unable to submit a Response online.

5.1 Bid Response Method

Online Bid Submission via SmartBid is required to eliminate direct and indirect costs associated with the production, delivery/receipt, storage and management of traditional paper bids incurred by Bidders, the Operational Services Division, and the Commonwealth of Massachusetts. Bids submitted via the SmartBid tools also promote environmental conservation and preservation by eliminating printed materials as well as fossil-fuel consumption associated with delivery. All Bidders must submit Responses online using tools available to Comm-PASS SmartBid Subscribers only. 

Comm-PASS SmartBid requires an annual subscription. To subscribe, go to www.comm-pass.com.  Complete the SmartBid subscription process by selecting the JOIN tab from the main navigation bar to review subscription benefits, submit payment by credit card, and create a custom account. 

Bidders who wish to claim financial hardship in relation to the $275 annual subscription fee must email the Procurement Team Leader identified on the Solicitation’s Issuer tab at least four business days prior to the Solicitation Close Date.  This email must include the Bidder’s gross annual income during the Bidder’s most recently completed fiscal year and the reasons why the $275 subscription fee would represent a hardship.  If the email is not acknowledged within one business day, it is the Bidder’s responsibility to contact the Comm-PASS Helpline (1-888-627-8283).  The Procurement Management Team may request additional information to make a determination regarding financial hardship.  Bidders who have not claimed financial hardship at least four business days prior to the Solicitation Close Date, or whose claim has been denied, must pay to subscribe in order to submit a Response. It is the Bidder’s responsibility to manage and maintain their subscription account.  All Bidders who are awarded a contract resulting from this RFR, if any, will be required to maintain a paid, active subscription account during the duration of the Contract.

5.2 SmartBid Training

Training sessions targeting the online submission tool, if offered, are noted in the Procurement Calendar. Bidders must also check the Bidders’ Forum and ITC36 Solicitation Summary, where any updates to the training schedule will be posted.

5.3 SmartBid Support

Technical assistance is available during the procurement process.  Every effort is made to respond to inquiries within one business day.
Website: Go to www.mass.gov/osd and select the Comm-PASS Resource Center link offered within the Conduct a Procurement menu.
Email: Send inquiries to the Comm-PASS Helpdesk at comm-pass@state.ma.us
Telephone: Call the Comm-PASS Helpline at 1-888-MA-STATE (1-888-627-8283).  The Helpline is staffed from 7:30 AM to 5:00 PM Monday through Friday Eastern Standard or Daylight time, as applicable, except on federal, state and Suffolk county holidays.

Bidders are advised that Comm-PASS will be unavailable during regularly scheduled maintenance hours as displayed under the “Comm-PASS System Availability” link offered at the bottom of any Comm-PASS page.

5.4 Bid Response Deadline

All Bids must be received by the Operational Services Division before the specified date, month, year and time displayed on the Solicitation’s Summary page within the Close Date field. Times are Eastern Standard/Daylight Savings (US), as applicable. All Bidders are advised to allow adequate time for submission by considering potential online submission impediments like Internet traffic, Internet connection speed, file size, and file volume. OSD is not responsible for delays encountered by Bidders or their agents, or for a Bidder’s local hardware failures, such as computers or related networks, associated with bid compilation or submission. Bids submitted via SmartBid are time stamped by the Comm-PASS system clock which is considered the official time of record. 

5.5 Bid Package 

Bidders must submit via SmartBid naming their Response by entering CompanyName_ITC36_ITSuppliesAccessories in the Response Nick Name field in Step 3 of the submission wizard.  

5.6 Bid Response Contents

Bidders must comply with the requirements below.

5.6.1 RFR Bidder’s Submission Checklist and Response Form – Attachment A
Procurement Management Teams seek to reduce the number of Bidder disqualifications based on incomplete submissions. To help reduce this occurrence, Bidders must complete and submit the RFR Attachment A Bidder’s Submission Checklist and Response Form with all documents and information referenced in that attachment. By submitting the Attachment A with bid response, Bidders agree to all specifications on Comm-PASS for this Solicitation, including the RFR and all the documents within all the tabs, including the Forms & Terms tab, the Specifications tab, and the Solicitation’s related Forum, if any.
5.6.1.1 Additional Attachments

All ITC36 Solicitation Response Forms are located under the “Specifications” tab and include the RFR Attachment A, Bidder’s Submission Checklist and Response Form which is to be used for guidance in submitting all the other solicitation attachments and requests for information.  The Attachment A provides space for responding to RFR requirements for information which is not captured on other forms and attachments that the Bidder must submit.  The Attachment A provides the submittal order for the other solicitation attachments and other information that must be provided.  The PMT may deduct points for failure to follow the instructions provided, or may disqualify Proposals which are not in the appropriate format.
5.6.1.2 With the exception of the Request for Response (RFR), Bidders must complete and submit the following forms according to the instructions provided in the RFR Checklist.  Refer to Attachment A for details regarding submission of these forms:

· ITC36 RFR (for reference only – DO NOT SUBMIT WITH RESPONSE)

· Attachment A – Bidder’s Submission Checklist and Response Form
· Attachment B – Bidder’s Client References
· Attachment C – Additional Environmentally Preferable Products/Practices
· Attachment D – Affirmative Market Program (AMP) Form

· Attachment E – Manufacturer/Distributor Certifications
· Attachment 1 – IT Computer Supplies and Accessories Product Listing and Specific Product Pricing
· Attachment 1A – (Optional) Additional Items within Contract Scope not listed under RFR Attachment 1

5.7 Bid Response Materials

5.7.1 Electronic Signatures

Bids submitted via SmartBid must be signed electronically by the Bidder or the Bidder’s Agent by selecting the “Agree to All” link in Step 2 of the Online Submission wizard. By selecting “Next Step” on the “Forms & Terms” tab after acknowledging all of the forms on that tab, the submitter attests that s/he is an agent of the Bidder with authority to sign on the Bidder’s behalf, and that s/he has read and assented to each document’s terms. 

5.7.2 Ink Signatures

Original ink signatures are required only after contracts have been awarded. The Commonwealth of Massachusetts requires Contractors to submit original ink-signature versions of the following forms:

· Standard Contract Form
· Commonwealth Terms and Conditions
· Contractor Authorized Signatory Listing 
· Request for Taxpayer Identification and Verification (Mass. Substitute W9 Form).
Successful Bidders who signed these forms electronically via SmartBid online submission tools must still submit the above forms with ink signatures within seven (7) calendar days of award notification or their contract may not be executed by the Commonwealth. Bidders who have previous contract(s) with the Commonwealth and have up-to-date, ink-signature versions of the Commonwealth Terms and Conditions and Request for Taxpayer Identification and Verification (Mass. Substitute W9 Form) on file with the Office of the State Comptroller may submit copies of the signed forms. However, a new Standard Contract Form and Contractor Authorized Signatory Listing with original ink signatures must be submitted for each new contract with the Commonwealth.

5.8 Limits and Restrictions

5.8.1 Document Pages 

Bidders should submit no more than two (2) double-sided pages (excluding the required forms and attachments) of narrative in response to the questions asked and information requested. If Bidders exceed the page limits, the PMT may make provisions to penalize the Bidder in the Evaluation Criteria, read and evaluate only those pages up to the page limit referenced above or take other steps as determined by the PMT.
5.8.2 File Naming Conventions

Files submitted via SmartBid must use the file names specified in Attachment A Bidder’s Checklist and Response form.  The Description entered during the file upload process ensures each file is readily identified by Company Name and content.  The File Name assigned by the Bidder as stored on their computer or network must be structured such that each file can be processed by the upload tool.  The same name should be used for both the File Name and the Description.  The upload tool will reject any file name that includes spaces or symbols, like the brackets [ ] some systems apply when files are downloaded from the Internet.
5.8.3 File Size Limits

The SmartBid file upload system is set to limit the size of any single file to 10MB or less.  If a single file attachment approaches or exceeds 10MB, the Bidder must save the contents as multiple files and label each accordingly.  Bidders should note that transmission over the Internet can change the apparent file size of the document.  If a large file smaller than 10MB is rejected, Bidders must break up the file as described above.  Note the naming convention used above which illustrates distinguishing multi-part files through use of Part 1, Part 2, etc.

5.8.4 Duplicate File Names Not Accepted

Once a file has been submitted, Comm-PASS will not accept another file with the same name. This is the case even with files that are modified or have been withdrawn. If it is necessary to resubmit a file, add an underscore and numeric suffix to the company name, for example, CompanyName_2_KeybdCat.

5.8.5 File Format Restrictions

All scanned documents must be in .pdf or .gif format, and must be scanned in such a way that they can be read on a computer monitor and printed on 8-1/2” x 11” paper, unless otherwise specified.  Forms provided for the Bidder to complete, with the exception of the standard Forms located on the Solicitation’s Forms & Terms tab, must be completed and submitted in their original formats, NOT scanned and submitted as PDF or other file types. 

5.9 Withdrawing a Response

5.9.1 Prior to Close Date

Bids may be withdrawn using the Withdraw icon offered on the subscriber’s Response Desktop.

5.9.2 After Close Date

No Bid can be withdrawn after the Close Date.  If the Bidder wants to remove a Response from consideration, contact the Procurement Team Leader for guidance.

6 Appendix 1 – Required Terms for all Statewide RFRs

The terms of 801 CMR 21.00: Procurement of Commodities and Services are incorporated by reference into this RFR.  Words used in this RFR shall have the meanings defined in 801 CMR 21.00. Additional definitions may also be identified in this RFR.  Unless otherwise specified in this RFR, all communications, Responses, and documentation must be in English and all cost proposals or figures in U.S. currency.  All Responses must be submitted in accordance with the specific terms of this RFR.
6.1 General Procurement Information
6.1.1 Alterations
Bidders may not alter (manually or electronically) the Solicitation language or any Solicitation component files, except as directed in the RFR.   Modifications to the body of the Solicitation, specifications, terms and conditions, or which change the intent of this Solicitation are prohibited and may disqualify a Response.
6.1.2 Bidder’s Contact Information

It is the Bidder’s responsibility to monitor the email address provided in the Solicitation for the Bidder’s contact person.  The PMT may need to contact the Bidder’s contact person with clarification requests or for other reasons. The PMT and the Commonwealth assume no responsibility if a Bidder’s designated email address is not current, or if technical problems, including those with the Bidder’s computer, network or internet service provider (ISP), cause e-mail communications between the Bidder and the PMT to be lost or rejected by any means including email or spam filtering.
6.1.3 Comm-PASS SmartBid Subscription  

As specified in the RFR Section entitled Bid Response Method, Bidders must have or activate a SmartBid account in order to submit a Response.  A SmartBid subscription also provides value-added features, including automated email notification associated with postings and modifications to Comm-PASS records.  When properly configured and managed, subscribers who login to SmartBid access:

· A secure desktop with Items I’m Tracking tools for efficient record management
· A customizable profile reflecting the subscriber’s product/service areas of interest
· Full-cycle, automated email alert whenever any record of interest is posted or updated
· A custom listing in the public Business Directory, an online “yellow-pages” advertisement
Every public purchasing entity within the borders of Massachusetts may post records on Comm-PASS at no charge. Comm-PASS has the potential to become the sole site for all public entities in Massachusetts.  SmartBid fees are only based on and expended for costs to operate, maintain and develop the Comm-PASS system.

6.1.4 Costs

Costs which are not specifically identified in the Bidder’s Response, and accepted by the PMT as part of a Statewide Contract, will not be compensated under any Statewide Contract or engagement awarded pursuant to this RFR.  The Commonwealth will not be responsible for any costs or expenses incurred by Bidders responding to this RFR.
6.1.5 Electronic Funds Transfer (EFT)

All Bidders must agree to participate in the Commonwealth Electronic Funds Transfer (EFT) program for receiving payments, unless the Bidder can provide compelling proof that it would be unduly burdensome.  A link to the EFT application can be found on the OSD Forms page (www.mass.gov/osd).  Additional information about EFT is available on the Comptroller’s VendorWeb site located at:  https://massfinance.state.ma.us/VendorWeb/vendor.asp.  The requirement to use EFT may be waived by the PMT on a case-by-case basis if participation in the program would be unduly burdensome on the Bidder.  If a Bidder is claiming that this requirement is a hardship or unduly burdensome, the specific reason must be documented in its Response.  The PMT will consider such requests on a case-by-case basis and communicate the findings with the Bidder.
Upon notification of award, Contractors are required to enroll in EFT by completing and submitting the “Authorization for Electronic Funds Payment Form” to the PMT for review, approval and forwarding to the Office of the Comptroller, unless already enrolled in EFT.  A link to the EFT application can be found on the Comptroller’s VendorWeb site (see above link).  This form, and all information contained on this form, shall not be considered a public record and shall not be subject to public disclosure through a public records request. 
6.1.6 Minimum Bid Duration

Bidders Responses to this RFR must remain in effect for at least 90 days from the date of Response submission.
6.1.7 Ownership of Submitted Responses

OSD and the PMT shall be under no obligation to return any Responses or materials submitted by a Bidder in response to this RFR.  All materials submitted by Bidders become the property of the Commonwealth of Massachusetts and will not be returned to the Bidder.  The Commonwealth reserves the right to use any ideas, concepts, or configurations that are presented in a Bidder’s Response, whether or not the Response is selected for Contract award.
Responses stored on Comm-PASS in the encrypted lock-box are the file of record. Bidders retain access to a read-only copy of this submission via their Comm-PASS SmartBid Online Response Desktop, as long as their account is active. Bidders may also retain a traditional paper copy or electronic copy on a separate computer or network drive or separate media, such as CD or DVD, as a back up.
6.1.8 Prohibitions
Bidders are prohibited from communicating directly with any employee of the procuring Department or any member of the PMT regarding this RFR except as specified in this RFR, and no other individual Commonwealth employee or representative is authorized to provide any information or respond to any question or inquiry concerning this RFR.  Bidders may contact the contact person using the contact information provided in the “Issuers” tab for this Solicitation in the event that this RFR is incomplete or information is missing.  Bidders experiencing technical problems accessing information or attachments stored on Comm-PASS should contact the Comm-PASS HelpDesk. 
In addition to the certifications found in the Commonwealth’s Standard Contract Form, by submitting a Bid Response, the Bidder certifies that the Response has been arrived at independently and has been submitted without any communication, collaboration, or without any agreement, understanding or planned common course or action with, any other Bidder of the commodities and/or services described in the RFR.

6.1.9 Public Records Law
All Responses and information submitted in response to this RFR are subject to the Massachusetts Public Records Law, M.G.L., Chapter 66, Section 10, and to Chapter 4, Section 7, Subsection 26.  Any statements in submitted Responses that are inconsistent with these statutes shall be disregarded.

6.1.10 Reasonable Accommodation

Bidders with disabilities or hardships that seek reasonable accommodation, which may include the receipt of RFR information in an alternative format, must communicate such requests in writing to the contact person.  Requests for accommodation will be addressed on a case by case basis. A Bidder requesting accommodation must submit a written statement which describes the Bidder’s disability and the requested accommodation to the contact person for the RFR. The PMT reserves the right to reject unreasonable requests.
6.1.11 System of Record

Comm-PASS is the official system of record for all procurement information which is publicly accessible at no charge at www.comm-pass.com.  Information contained in this document and in each tab of the Solicitation, including file attachments, and information contained in the related Bidders’ Forum(s), are all components of the Solicitation. 
Bidders are solely responsible for obtaining all information distributed for this Solicitation via Comm-PASS, by using the free Browse and Search tools offered on each record-related tab on the main navigation bar (Solicitations and Forums). Forums support Bidder submission of written questions associated with a Solicitation and publication of official answers. All records on Comm-PASS are comprised of multiple tabs, or pages. For example, Solicitation records contain Summary, Rules, Issuer(s), Intent or Forms & Terms and Specifications, and Other Information tabs. Each tab contains data and/or file attachments provided by the Procurement Management Team.  All are incorporated into the Solicitation.
It is each Bidder’s responsibility to check Comm-PASS for:

· Any addenda or modifications to this Solicitation, by monitoring the “Last Change” field on the Solicitation’s Summary tab, and
· Any Bidders’ Forum records related to this Solicitation (see Locating an Online Bidders’ Forum for information on locating these records).
The Commonwealth accepts no responsibility and will provide no accommodation to Bidders who submit a Response based on an out-of-date Solicitation or on information received from a source other than Comm-PASS.

6.2 Evaluation – Best Value Selection and Negotiation
The PMT may select the Response(s) which demonstrates the best value overall, including proposed alternatives that will achieve the goals of the procurement.  The PMT and a selected Bidder may negotiate a change in any element of Contract performance or cost identified in the original RFR or the selected Bidder’s Response which results in lower costs or a more cost effective or better value than was presented in the selected Bidder’s original Response.  
6.3 Terms and Requirements Pertaining to Awarded Statewide Contracts

6.3.1 Comm-PASS SmartBid subscription 
Contractors must maintain a Comm-PASS SmartBid subscriber account, which is payable by credit card and managed by the Subscriber online at www.Comm-PASS.com. The annual Comm-PASS SmartBid subscription fee is currently $275 per email address. The fee was established with the approval of the Executive Office for Administration and Finance and is subject to change, if necessary. The Comm-PASS Subscription fee is utilized solely for the operation, maintenance and development of Comm-PASS.
6.3.2 Commonwealth Tax Exemption  

Payment vouchers or invoices submitted to Massachusetts government entities must not include sales tax.
6.3.3 Contractor’s Contact Information

It is the Contractor’s responsibility to keep the Contractor’s Contract Manager information current.  If this information changes, the Contractor must notify the PTL by email immediately, using the address located on the Contract’s “Issuer(s)” tab in the “Contact Information” section.
The PMT and the Commonwealth assume no responsibility if a Contractor’s designated email address is not current, or if technical problems, including those with the Contractor’s computer, network or internet service provider (ISP), cause e-mail communications between the Bidder and the PMT to be lost or rejected by any means including email or spam filtering.
6.3.4 Contractual Status of Orders and Service Contracts

Each order or service contract placed under the Statewide Contract established as a result of this RFR shall be considered a separate Contract between the Contracting Department and the Contractor, and shall be deemed to incorporate all of the terms and conditions of the Statewide Contract.  Nothing contained in any order or service contract shall amend or vary the terms of the Statewide Contract.  Additional terms which do not conflict with the Commonwealth’s Terms and Conditions, the Massachusetts Standard Contract Form, this RFR and any amendments, or the Bidder Response, may be included in an order or service contract.
6.3.5 Electronic Procurement Systems (eProcurement)

All Bidders responding to this RFR agree that, in the event the Commonwealth implements a Web-based system to support catalog purchasing and upon at least 120 days notice, they will participate as directed by the PMT to successfully activate and maintain a contract- and technically-compliant catalog in the Commonwealth of Massachusetts open-architecture eMarketplace.

By establishing an eMarketplace, Commonwealth executive departments and all eligible public entities will access one system to shop directly with Statewide Contract Vendors.

The eMarketplace will support an open model which means a supplier’s single Web-catalog can be re-used for many customers.  Bidders who already maintain or are developing a Website for product ordering are advised that links to their sites will only be enabled within Comm-PASS or the eMarketplace if the system is limited to or can distinguish between Statewide Contract customers and retail or commercial customers.  Bidders who already maintain or are developing a Website for product information are advised that links to their site will only be enabled within Comm-PASS if content is restricted to terms authorized under Statewide Contract.
6.3.6 Emergency Standby Commodities and/or Services
Contractors may be called upon during a declared state of emergency to supply and/or deliver to the Commonwealth on a priority basis commodities and/or services which are currently under Statewide Contract.
To accommodate such requests, Contractors may be asked, and must make every effort to service, these requests from regular sources of supply at the rates set forth in any Statewide Contract resulting from this RFR. 
6.3.7 HIPAA: Business Associate Contractual Obligations

Bidders are notified that any Department meeting the definition of a Covered Entity under the Health Insurance Portability and Accountability Act of 1996 (HIPAA) will include in the RFR or RFQ and resulting contract sufficient language establishing the successful Bidder’s contractual obligations, if any, that the Department will require in order for the Department to comply with HIPAA and the privacy and security regulations promulgated thereunder (45 CFR Parts 160, 162, and 164) (the Privacy and Security Rules). For example, if the Department determines that the successful Bidder is a business associate performing functions or activities involving protected health information, as such terms are used in the Privacy and Security Rules, then the Department will include in the RFR and resulting contract a sufficient description of business associate’s contractual obligations regarding the privacy and security of the protected health information, as listed in 45 CFR 164.314 and 164.504 (e), including, but not limited to, the Bidder's obligation to: implement administrative, physical, and technical safeguards that reasonably and appropriately protect the confidentiality, integrity, and availability of the protected health information (in whatever form it is maintained or used, including verbal communications); provide individuals access to their records; and strictly limit use and disclosure of the protected health information for only those purposes approved by the department. Further, the Department reserves the right to add any requirement during the course of the contract that it determines it must include in the contract in order for the department to comply with the Privacy and Security Rules. 
The above information pertains to contracts with Departments which are entered into under the Statewide Contract.  This Solicitation itself does not fall under HIPAA.
6.3.8 Pricing: Federal Government Services Administration (GSA) or Veteran’s Administration Supply

The Commonwealth reserves the right to request that the Contractor provide initial pricing schedules and periodic updates available under their GSA or other federal pricing contracts.  In the absence of proprietary information being part of such contracts, compliance for submission of requested pricing information is expected within 30 days of any request. If the Contractor receives a GSA or Veteran’s Administration Supply contract at any time during the term of the Statewide Contract, the Contractor must notify the Commonwealth Contract Manager.
6.3.9 Pricing

The Bidder must agree that no other state or public entity customer within the United States of similar size and with similar terms and conditions shall receive a lower price for the same commodity and service during the Statewide Contract period, unless this same lower price is immediately effective for the Commonwealth. If the Commonwealth believes that it is not receiving this lower price as required by this language, the Bidder must agree to provide current or historical pricing offered or negotiated with other state or public entities at any time during the Statewide Contract period in the absence of proprietary information being part of such contracts.
Compliance with this clause shall not be interpreted to require that a Contractor, prior to or over the course of providing goods or services, must conduct company-wide inquiry to ensure that no other customer of similar size and similar terms and conditions is receiving a lower price for the same commodity and service. 
Compliance can be achieved in one of two ways:
1.    If a single Contractor Contract Manager is aware based on his/her own knowledge (without conducting any surveys) of an instance in which another customer within the United States of similar size and terms is receiving the same commodity and/or service, it is the Contractor Contract Manager's responsibility to ensure that the other customer is not receiving a lower price, and to offer the same price to the Commonwealth if this is the case.  If the Contractor Contract Manager is not certain as to whether the other customer is sufficiently "similar" or the commodity/service is sufficiently "the same" so as to trigger the Pricing clause, the Contractor Contract Manager must contact the Commonwealth Contract Manager for guidance.  
2.    If OSD learns of an instance in which another customer of apparently similar size and terms is receiving apparently the same commodity/service at a lower price, the Commonwealth Contract Manager will so advise the Contractor Contract Manager.  The Contractor Contract Manager must then either demonstrate to the satisfaction of the Commonwealth Contract Manager that the other customer is NOT similar, and/or that the commodity/service is NOT the same, or the Contractor Contract Manager must lower the price to the Commonwealth. 
In addition, Statewide Contractors may be asked to offer (and are encouraged to make available) special discounted pricing opportunities to Eligible Entities within the terms of their Statewide Contract.  Such price discounts may come in the form of periodic aggregate purchases by Eligible Entities, whereby such entities will request further discounted prices from the Contractor(s) for guaranteed quantities to be purchased.  The Statewide Contractor must report to the Procurement Team Leader (PTL) prior to any such price reductions or discounts, or other more favorable terms, being offered to any Eligible Entity beyond those in their Statewide Contract.  The PTL reserves the right to approve all price adjustments.
6.3.10 Publicity

Any Statewide Contractor awarded under this RFR is prohibited from selling or distributing any information collected or derived from the Statewide Contract, including lists of participating Entities, Commonwealth employee names, telephone numbers or addresses, or any other information except as specifically authorized by the PMT. 
6.3.11 Save Smart Program ($ave$mart)
The OSD $ave$mart Program is a partnership between OSD and Statewide Contract Vendors.  The purpose of the program is to create additional cost savings and opportunities for all Eligible Entities utilizing Statewide Contracts. These opportunities could be in the form of reduction in cost for a limited time, free training opportunities, and other offerings.
Contractors should notify the Commonwealth Contract Manager of any price reductions they are willing to provide, including those which are time- or quantity-limited, as a promotional or competitive strategy, an inventory reduction initiative, or for any other reason.  If suitable, the cost savings will be showcased in the $ave$mart section of OSD’s website.  
6.3.12 Statewide Contractor Marketing Requirements

Statewide Contractors awarded under this RFR must adhere to the following sales/marketing requirements and limitations regarding their Contract: Contractors may only sell those goods and/or services for which they are awarded a Statewide Contract pursuant to this RFR; marketing information must be factual in nature in order to promote those goods and/or services for which the Contractor has a Statewide Contract and must not be critical of other Statewide Contractors; and Contractors must not display the Commonwealth of Massachusetts Seal for commercial purposes because use of the coat of arms and the Great Seal of the Commonwealth for advertising or commercial purposes is prohibited by law.  During the life of the Contract, the PMT reserves the right to require Contractors to seek and receive prior written approval before distributing marketing information to eligible entities.
6.3.13 Subcontracting Policies

Prior approval of the department is required for any subcontracted service of the Contract. Contractors are responsible for the satisfactory performance and adequate oversight of their subcontractors. 
6.3.14 Transaction Fee

In the event the Operational Services Division determines that it is necessary to adopt an alternative funding mechanism for its procurements in the future, including, but not limited to, a transaction fee, the Operational Services Division hereby reserves the right to renegotiate the inclusion and implementation of such a fee and/or other alternative funding mechanisms with the awarded contractors. 
7 Appendix 2 – Required Terms for all INFORMATION TECHNOLOGY Statewide RFRs

7.1 Enterprise Policy and Standards

All IT systems and applications developed by, or for Executive department agencies or operating within the Massachusetts Access to Government Network (MAGNet), must conform with the Enterprise Information Technology Policies, Standards and Guidance promulgated by the Commonwealth’s CIO as they existed at the time the Request for Quote or other Solicitation was posted, unless otherwise specified in the Request for Quote or other Solicitation, or the resulting contract  (That is, the policies will be those in effect when specifications for particular engagements are posted, NOT those in effect at the time this RFR was posted.). Non-conforming IT systems cannot be deployed unless the purchasing agency and their Contractor have jointly applied for and received in writing from the Commonwealth’s CIO or his designee, notice that a specified deviation will be permitted. The Enterprise Information Technology Policies, Standards & Guidance, with the exception of the Enterprise Public Access Policy For e-Government Applications and the Enterprise Public Access For e-Government Applications Standards, are available at mass.gov/itd. The Enterprise Public Access Policy For e-Government Applications and the Enterprise Public Access For e-Government Applications Standards are available in hard copy from the purchasing agency.  Purchasing agencies may also obtain a current copy of these documents, on behalf of their Contractor, by contacting the Information Technology Division's CommonHelp group at commhelp@state.ma.us or 1 (866) 888-2808.

Contractors should only request the Public Access Architecture documentation when they are bidding on specific projects or services, and should request it of the Contracting Department which has posted the Request for Quotes or other Solicitation.  Bidders must not request a copy of the Commonwealth’s Public Access Architecture in connection with responding to this RFR.

Please Note: Given the pace of information technology innovation, purchasing agencies and their contractors are encouraged to contact the Information Technology Division's CommonHelp group at commhelp@state.ma.us or 1 (866) 888-2808 to signal a system or application design and development initiative. Such advance notice helps to ensure conformance with the relevant Enterprise Technology Policies, Standards and Procedures.

Contractor delivery of IT systems and applications that fail to conform to the Commonwealth’s Enterprise Information Technology Policies, Standards and Procedures, absent the Commonwealth CIO’s grant of written permission for a deviation, shall constitute breach of any Contract entered as a result of this Request for Response and any subsequent Request for Quotes. The Commonwealth may choose to require the Contractor, at his own cost, to re-engineer the non-conforming system for the purpose of bringing it into compliance with Commonwealth Enterprise Information Technology Policies, Standards and Procedures.

7.2 Clarification of Language in Section 11, Indemnification of the Commonwealth Terms and Conditions

Pursuant to Section 11, Indemnification of the Commonwealth Terms and Conditions, the term “other damages” shall include, but shall not be limited to, the reasonable costs the Commonwealth incurs to repair, return, replace or seek cover (purchase of comparable substitute commodities and services) under a contract. “Other damages” shall not include damages to the Commonwealth as a result of third party claims, provided, however, that the foregoing in no way limits the Commonwealth’s right of recovery for personal injury or property damages or patent and copyright infringement under Section 11 nor the Commonwealth’s ability to join the Contractor as a third party defendant.  Further, the term “other damages” shall not include, and in no event shall the Contractor be liable for, damages for the Commonwealth’s use of Contractor provided products or services, loss of Commonwealth records, or data (or other intangible property), loss of use of equipment, lost revenue, lost savings or lost profits of the Commonwealth. In no event shall “other damages” exceed the greater of $100,000, or two times the value of the product or service (as defined in the contract scope of work) that is the subject of the claim. Section 11 sets forth the Contractor’s entire liability under a contract. Nothing in this section shall limit the Commonwealth’s ability to negotiate higher limitations of liability in a particular contract, provided that any such limitation must specifically reference Section 11 of the Commonwealth Terms and Conditions.
8 APPENDIX 3 - Instructions for Execution and Submission of Commonwealth Standard Forms
The purpose of this appendix is to provide guidance to Bidders on the Commonwealth Standard forms to be submitted (in addition to the other forms and documents required) and how they must be executed and submitted. Please note that these instructions are meant to supplement the Instructions found on each of these forms.  It is advisable to print this document first so that it may be referenced when filling out these forms.

Some of the forms listed below can be electronically signed by the Bidder, see Electronic Signatures.  However, online Bidders must, if notified of Contract award, submit the following four (4) forms on paper with original ink signatures unless otherwise specified below, within the timeframe referenced in the RFR section entitled Ink Signatures: the Commonwealth Standard Contract Form, the Commonwealth Terms and Conditions, the Request for Taxpayer Identification Number and Certification (Mass. Substitute W9 Form) and the Contractor Authorized Signatory Listing.
8.1 Forms located on the Solicitation’s Forms & Terms tab
8.1.1 Commonwealth Standard Contract Form 
Sign electronically as described above; if notified of Contract award, complete as directed below and submit on paper with original ink signature and date. 

By executing this document or signing it electronically, the Bidder certifies, under the pains and penalties of perjury, that it has submitted a Response to this RFR that is the Bidder’s Offer as evidenced by the execution of its authorized signatory, and that the Bidder’s Response may be subject to negotiation by the PMT.  Also, the terms of the RFR, the Bidder’s Response and any negotiated terms shall be deemed accepted by the Operational Services Division and included as part of the Statewide Contract upon execution of this document by the State Purchasing Agent or her designee.

Only those sections of the Contract form preceded by “(” should be completed by the Bidder.  If the Bidder does not have a Vendor Code beginning with “VC,” or does not know what their Vendor Code is, the Bidder should leave the Vendor Code field blank.  The Bidder should NOT enter a Vendor Code assigned prior to May 2004, as new Vendor Codes have been assigned to all companies since that time.  

Signature and date MUST be handwritten in ink, and the signature must be that of one of the people authorized to execute contracts on behalf of the Contractor on the Contractor Authorized Signatory Listing (See below).

8.1.2 Commonwealth Terms and Conditions

Sign electronically as described above; if notified of Contract award, complete as directed below and submit on paper with original ink signature and date, or submit a copy of a previously executed, up-to-date copy of the form as directed below.

If the Bidder has already executed and filed the Commonwealth Terms and Conditions form pursuant to another RFR or Contract, a copy of this form may be included in place of an original. If the Bidder’s name, address or Tax ID Number have changed since the Commonwealth Terms and Conditions form was executed, a new Commonwealth Terms and Conditions form is required.  The Commonwealth Terms and Conditions are hereby incorporated into any Contract executed pursuant to this RFR. 
This form must be unconditionally signed by one of the authorized signatories (see Contractor Authorized Signatory Listing, below), and submitted without alteration. If the provisions in this document are not accepted in their entirety without modification, the entire Proposal offered in response to this Solicitation may be deemed non-responsive.
The company’s correct legal name and legal address must appear on this form, and must be identical to the legal name and legal address on the Verification of Taxation Reporting Information (W9). 
8.1.3 Request for Taxpayer Identification Number and Certification (Mass. Substitute W9 Form)

Sign electronically as described above; if notified of Contract award, complete as directed below and submit on paper with original ink signature and date, or submit a copy of a previously executed, up-to-date copy of the form as directed below.

If a Bidder has already submitted a Request for Taxpayer Identification and Certification (Mass. Substitute W9 Form) and has received a valid Massachusetts Vendor Code, an original W-9 form is not required.  A copy of the form as filed may be included in place of an original.  If the Bidder’s name, address or Tax ID Number have changed since the Mass. Substitute W9 Form was executed, a new Mass. Substitute W9 Form is required.  The information on this form will be used to record the Bidder’s legal address and where payments under a State Contract will be sent. The company’s correct legal name and legal address must appear on this form, and must be identical to the legal name and legal address on the Commonwealth Terms and Conditions.  Please do not use the U.S Treasury’s version of the W9 Form.  
8.1.4 Contractor Authorized Signatory Listing

Sign electronically as described above; if notified of Contract award, complete as directed below and submit on paper with original ink signature and date. 

In the table entitled “Authorized Signatory Name” and “Title,” type the names and titles of those individuals authorized to execute contracts and other legally binding documents on behalf of the Bidder.  Bidders are advised to keep this list as small as possible, as Contractors will be required to notify the Procurement Manager of any changes.  If the person signing in the signature block on the bottom of the first page of this form will also serve as an “Authorized Signatory,” that person’s name must be included in the typed table.

With regard to the next paragraph, which begins “I certify that I am the President, Chief Executive Officer, Chief Fiscal Officer, Corporate Clerk or Legal Counsel for the Contractor…,” if your organization does not have these titles, cross them out and handwrite the appropriate title above the paragraph.

The signature and date should be handwritten in ink.  Title, telephone, fax and eMail should be typed or handwritten legibly.

The second page of the form (entitled “Proof of Authentication of Signature”) states that the page is optional.  However, the “optional” aspect of the form is that Commonwealth Departments are not required to use it.  In the case of Statewide Contracts, this page is REQUIRED, not optional.  The person signing this page must be the same person signing the Standard Contract Form, the Commonwealth Terms and Conditions, and the RFR Checklist.
Please note that in two places where the form says “in the presence of a notary,” this should be interpreted to mean “in the presence of a notary or corporate clerk/secretary.”  Either a notary or corporate clerk/secretary can authenticate the form; only one is required.
Organizations whose corporate clerks/secretaries authenticate this form are not required to obtain a Corporate Seal to complete this document.
8.2 Forms located on the Solicitation’s Specifications tab

8.2.1 Affirmative Market Program Plan Form 

Download this form and complete as directed below; include with online submission. Ink signature is not required.  SOMWBA certifications or evidence of application must also be included in online submission.

To see the specific Affirmative Market Program (AMP) requirements for this procurement go to Affirmative Market Program (AMP) Plan (RFR Section 3.6) found earlier in this document.  Bidder’s Affirmative Market Program Plan must include a copy of the SOMWBA certification of each Minority and Women Business Enterprise (M/WBE) company listed or proof of their application submitted for consideration.  A certified Bidder may not list itself as being an Affirmative Market Program Partner to its own company.  This form is NOT the same as the SOMWBA certification of the Bidder’s company.
.
9  glossary
In addition to the definitions found in 801 CMR 21.00, which apply to all procurements for goods and services, the definitions found below apply to this Solicitation.  Those definitions below designated with an asterisk (“*”) are quoted directly from 801 CMR 21.00 and are included below for quick reference purposes. 

Agency - For the purposes of this Solicitation, the terms “Agency,” “Eligible Entity,” “Department,” “Commonwealth Agency,” and “Contracting Department” include all Eligible Entities listed in the Issuer tab on Comm-PASS for this Solicitation.

Bid or Response - generally refers to the offer submitted in response to a Solicitation or Request for Response (RFR). 

Bidder - An individual or organization proposing to enter into a Contract to provide a Commodity or Service, or both, to or for a Department or the State.
Commonwealth Contract Manager – See Procurement Team Leader. 

Contract - A legally enforceable agreement between a Contractor and a Department.  ANF, OSD and CTR shall jointly issue Commonwealth Terms and Conditions, a Standard Contract Form and other forms or documentation that Departments shall use to document the Procurement of Commodities or Services, or both. 

Contractor - An individual or organization which enters into a Contract with a Department or the State to provide Commodities or Services, or both.

Contractor Contract Manager – The individual designated by the Contractor to interface with the Commonwealth.

Department - For the purposes of this Solicitation, the terms “Department,” “Eligible Entity,” “Agency,” “Commonwealth Agency,” and “Contracting Department” include all Eligible Entities listed in the Issuer tab on Comm-PASS for this Solicitation.

Eligible Entity - For the purposes of this Solicitation, the terms “Eligible Entity,” “Agency,” “Department,” “Commonwealth Agency,” and “Contracting Department” include all Eligible Entities listed in the Issuer tab on Comm-PASS for this Solicitation.

Environmentally Preferable Product (EPP) - A product or service that has a lesser or reduced effect on human health and the environment when compared with competing products or services that serve the same purpose. Such products or services may include, but are not limited to, those which contain recycled content, minimize waste, conserve energy or water, and reduce the amount of toxic materials either disposed of or consumed.
EPEAT (Electronic Product Environmental Assessment Tool) - An easy-to-use, on-line tool helping institutional purchasers select and compare computer desktops, laptops and monitors based on their environmental attributes.
Evaluation – The process, conducted by the Procurement Management Team, of reviewing, scoring and ranking the submitted bids/Responses related to this Solicitation.

FY – See Fiscal Year

Fiscal Year - The year beginning with July first and ending with the following June thirtieth as defined in M.G.L. Chapter 4, Section 7.  This may also be referred to as the "State Fiscal Year.”

PMT – See Procurement Management Team

Procurement Management Team (PMT) - Representatives from various eligible entities and interested stakeholders that design procurements, develop specifications, conduct Solicitations evaluate Bids and award Statewide Contracts.  The PMT also monitors Contractor performance through performance measures and the level of customer satisfaction throughout the life of the Statewide Contract.

Procurement Team Leader (PTL) - Procurement Team Leader or Procurement Manager is the OSD’s Commonwealth Contract Manager responsible for the Solicitation and resulting Statewide Contract.
PTL – See Procurement Team Leader 

Purchasing Entity – Same as “Eligible Entity.” 

Recycled/Refurbished Computer Supplies and Accessories - For purposes of this solicitation, used, recycled or refurbished is defined as products partially or fully manufactured from existing product materials where such materials are cleaned and repaired to the extent possible and reused in the new product or equipment in accordance with the original manufacturer’s specifications.  All unusable parts are to be removed and replaced with new or remanufactured parts, which meet OEM standards and any governing standards/regulations.

Request for Response (RFR) * – The mechanism used to communicate Procurement specifications and to request Responses from potential Bidders.  An RFR may also be referred to as a "Solicitation."

Response – The Bidder’s complete submission in response to a Solicitation, in other words, a “Bid” or “Proposal.”
Please Note: This is a single document associated with a complete Solicitation that can be found on Comm-PASS.  All Bidders are responsible for reviewing and adhering to all information, forms and requirements found in all tabs and related forum records for the entire Solicitation.  To locate the Solicitation associated with this document, go to � HYPERLINK "http://www.comm-pass.com" ��www.comm-pass.com�, select the “Search for solicitations” link, enter the above Document Number in the “Document Number” field, and select the “Search” button.  Bidders who need help regarding Comm-PASS navigation may refer to the Comm-PASS Resource Center at � HYPERLINK "http://www.mass.gov/osd" �www.mass.gov/osd� for documents and guides. Bidders may also contact the Comm-PASS Helpdesk at � HYPERLINK "mailto:comm-pass@osd.state.ma.us" �comm-pass@state.ma.us� or the Comm-PASS Helpline at 1-888-MA-STATE.   The Helpline is staffed from 7:30 AM to 5:00 PM Monday through Friday Eastern Standard or Daylight time, as applicable, except on federal, state and Suffolk county holidays.











