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                                                  Office Supplies and Related Goods and Services RFP

Request for Proposal – Office Supplies and Related Goods
ResCare

9901 Linn Station Rd.

Louisville, KY 40223

April 28, 2014
ResCare is currently reviewing its office supply and related goods procurement and vendor relationships. Enclosed are the guidelines for the Request for Proposal (RFP). 

This package includes the following information:

· Introduction to the RFP process

· RFP procedures 

· Quotation requirements and evaluation criteria

· Terms and Conditions

All proposals must be submitted by Friday June 6th at 5pm. 

We look forward to reviewing your response and exploring the possibilities of a long-term relationship. Please feel free to contact me at (800) 866-0860 ext. 22130 if you have any questions. 

Sincerely,









Coy Lightfoot
Coy Lightfoot

Director of Purchasing

Note: This document and included materials contain ResCare confidential information and shall not be distributed outside of your organization without prior written consent of ResCare.
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1. Request for Proposal (RFP) Introduction

ResCare is reviewing its office supply and related goods procurement strategy. This represents a significant opportunity for existing and new suppliers. The expected outcome of this RFP is to award a contract for the procurement of office supplies and related goods.  In exchange for this type of long-term commitment and volume stability, ResCare expects its suppliers to establish competitive prices with enhanced supply lines, coordination and consistent quality.

1.1. Project Background
ResCare has managed an Office Supply program over eleven years, successfully reducing costs of non-merchandise goods and services. In 2013 ResCare’s net office supply spend was over 3.4 million plus an additional $500 thousand in office furniture spend.  As a result, we have established several cross-functional Purchasing and Supply Management Sourcing Teams to examine our spending on non-merchandise goods and services, and to recommend means to both improve efficiency and reduce costs.   
1.2. Sourcing Team Approach
ResCare’s evaluation approach is based on the Total Cost of Ownership (TCO) for an item.  ResCare is focused on reducing all cost factors associated with office supplies and related goods including, but not limited to: freight, ordering, delivery capabilities, supply management, service and product quality. In order to realize our goals, we would expect that our vendors would provide both good prices and a willingness to identify and implement other cost reduction opportunities.  
 1.3. Historically Under Utilized (HUBs) & Minority Business Enterprises (MBEs)
ResCare is committed to supporting HUBs and MBEs.  Additionally, ResCare encourages suppliers to provide maximum practicable opportunities to include minority or underutilized suppliers/subcontractors among their sources of supply.   

2. General Procedures 

In order to ensure a fair analysis of all RFP responses, the supplier should comply with the provisions set out in this section.  Where information is explicitly requested, the supplier should be aware that all responses will be analyzed and considered against those specific criteria. Failure to comply may eliminate a supplier’s response from consideration.

2.1. Point of Contact

If there are portions of this RFP which need clarification, or if questions arise through the course of the RFP process, please phone or email questions to Coy Lightfoot.  Supplier queries and contacts associated with the RFP will be handled directly by:

Coy Lightfoot

Email:
clightfoot@rescare.com

Phone:
1-800-866-0860 ext. 2130
2.2. Quote Submittal Guidelines

Your proposal must be prepared in accordance with the format and instructions in this RFP.

· Suppliers are asked to indicate by email to the contact above whether or not they will respond to this RFP

· Please complete the RFP as instructed 

· Supplier narrative responses must be in a Microsoft Word formatted document and price quotes provided in Excel formatted documents.

· All bids must be completed by Friday June 6th – 5:00pm.

 2.3. RFP Time Frames 

· ResCare anticipates the following time frame in connection with issuance of this RFP:

	Event
	Date/Time Frame

	Indicate intent to respond to RFP
	May 6th, 2014 

	Vendor questions due by e-mail
	May 9th, 2014 – 5:00pm

	ResCare response to questions
	May 16th, 2014

	Final RFP due 
	June 6th, 2014


· Upon review of the bids, a limited group of suppliers may be selected to participate in workshops to further explore the potential for a partnership.  

2.4. Disclaimers

The Vendors shall be fully responsible to ResCare for the acts and omissions of persons directly or indirectly employed by them.

The vendor must provide the identified information requested and comply with the requirements stated in the RFP.

The office supplies and related goods to be purchased under this purchasing agreement are included, but not restricted to, the items in appendix C.

Please be advised that ResCare is not committed to any course of action as a result of its issuance of this Request for Proposal and/or its receipt of a proposal from you or other firms in response to it.  In particular, you should note that ResCare may:

· reject any proposal which does not conform to instructions and specifications which are issued herein
· not accept proposals after the stated submission deadline

· not necessarily accept the lowest priced proposal

· reject all proposals, if it so decides

· award only a portion of the contract

· make no award of a contract

You are also advised that ResCare will not reimburse your firm for any proposal preparation costs or other work performed in connection with this RFP, whether or not your firm is awarded a contract.

Ownership of all information, materials and documentation submitted pursuant to the Request for Proposal shall belong exclusively to ResCare.  ResCare reserves the right to use any or all ideas presented in any response submitted to this RFP and to request any additional information necessary from any and all suppliers to supplement this request without obligation to inform other possible respondents.

2.5. Supplier Acknowledgements

By submitting a response to this RFP, the supplier acknowledges and agrees that:

· Even though every measure has been taken to ensure the accuracy of the information contained in this RFP, the information presented has not been independently verified and ResCare’s directors, officers, advisors, employees and agents shall not be held liable for any representation, whether arising from negligence or otherwise, contained within or omitted from this RFP.

· No representation or warranty, express or implied, or any of its directors, officers, advisors, employees or agents that any statement, estimate or evaluations contained in it will prove correct.  It may be necessary for the supplier to perform an independent assessment of ResCare’s office supply and related goods requirements utilizing the points of contact outlined in this RFP.

The supplier also acknowledges that during the RFP process ResCare may, at any time:

· Enter into and conclude negotiations with any other office supply and related goods supplier for the supply of all or part of ResCare’s office supply and related goods requirements

· Terminate the RFP process with respect to any or all of ResCare’s office supply and related goods requirements

· Terminate negotiations with and/or further participation by, the supplier in the RFP process

· Reject at its sole discretion all or part of any RFP response submitted by the supplier

· Depart from or modify the proposed framework and/or any other procedures in relation to the RFP

3. Quote Evaluation

3.1. Evaluation/Selection Criteria

Requirements identified in this RFP will form the basis for determining which suppliers to invite for additional discussions if any.  All proposals will be reviewed for cost competitiveness and attractiveness as a strategic supplier for ResCare.  Each supplier will be evaluated on weighted critical dimension values including:

· 20

Demonstrative Performance

· 25 

Schedule Design & supply management /service

· 30

Cost Reasonableness (including freight & installation)

· 15

Delivery Capabilities

· 10

Ongoing Improvement Opportunities & Value added services

With this in mind, bidders should ensure the RFP quotation is realistic and, in the event of an agreement award, will be sustainable throughout the duration of the agreement.

3.2. Final Decisions

The final decision regarding proposal selection and contract award will be subject to ResCare management review and approval.

4. Quotation Requirements

This section defines the framework for a relationship with selected suppliers.  

4.1. Quotation Instructions

The specifications and annual estimated purchased quantities for the office supplies and related goods were based on last year’s volume. ResCare, however, expects to work with the chosen vendor(s) during the implementation period to standardize or eliminate some supply items, make generic substitutions and add certain supply items that may have been overlooked.  For evaluation purposes ResCare expects each vendor to submit pricing of like products based on the descriptions and quantities listed in Appendix C.  Substitutions and/or product recommendations may be presented in addition to matching the products given.
4.2. Pricing

All quoted prices must be in United States Dollars (USD).

Price Breakdown categories (Office Supplies, Paper, Ink & Toner, Facilities, and etc.) are provided within Exhibit C. Please provide pricing for the items listed in each category on Exhibit C.  Alternate, private label or generic substitutions are not acceptable except in the case(s) where the listed item is a comparable private label product.  Please indicate by highlighting in yellow when a substitute item has been used.  

Only the most commonly used items are presented on this spreadsheet; understand that other, additional items are purchased by ResCare.  It is very important for ResCare to ensure non-core items purchased are competitive with .com pricing.  Please specify the pricing model you will use to ensure core and non-core pricing established for ResCare will not exceed your .com pricing.
Please describe cost reduction and cost avoidance programs that will help maintain pricing for the length of the agreement including how supplier and paper mill increases will be managed.   

4.3. Volume Discount and/or Rebate

This RFP provides the opportunity to provide ResCare’s office supply and related goods needs.  Please provide detail on rebates, conversion payments or incentive programs that will be included in this agreement (if any).  Also, describe any efficiency incentives, bulk purchasing discounts, or volume rebates offered. 
4.4. Payment Terms

Suppliers should assume that the payment terms are credit card only.  ResCare’s preferred method of payment is a Visa Purchasing card (PCard).  Electronic invoicing for each PCard transaction is required.
4.5. Extension of Contract Length

This RFP offers suppliers the opportunity to supply office supplies and related goods for a beginning period of three years with two one year optional extensions.  Please specify the magnitude of discounts that you are willing to offer for a contract term exceeding three years.

4.6. Warranty Requirements

Supplier warrants that all products offered by supplier as a result of this RFP will conform in all respects with the requirements of this agreement and all specifications thereof; that all products offered are free from latent and patent defects in design, materials, workmanship and title; that all products offered are suitable and adequate for and will perform in accordance with the purposes for which they are intended.  Acts or statements of supplier or usages of trade will also subject to all statutory warranties and all express or implied warranties create such products.  Any attempted exclusion of such warranties or limitation of remedy for breach thereof by supplier shall be of no effect.  In performance of the services under this agreement, the supplier and its employees shall exercise the degree of skill and care required by customarily accepted good practices and procedures of the office supply and related goods industry.

4.7. Ordering Process
Ordering methods will not change from the current process, unless the chosen vendor(s) and ResCare can identify an alternative lower cost method. Current methods include electronic (EDI) via the Internet, and phone orders.  
ResCare requires internet ordering and online reporting.  

Describe your overall Internet Ordering site.  Include features and benefits, order restriction and approval capabilities.  Also describe how you will monitor and encourage our employees to purchase core products.
Describe any other capabilities regarding customizing your online ordering system for ResCare users.

Please describe the process to establish, maintain and deactivate users and ship-to-accounts on your website.  Indicate the specific ResCare responsibilities and include turn-around time for a user to obtain online access and establish new ship-to locations.

List any future e-commerce enhancements anticipated in the next 12-18 months with approximate timelines.

Please indicate your ability to allow ResCare specific messaging on the landing or home page?  If so, what is the process for posting a message?  Please provide screen shots.

4.8. Delivery

ResCare will require deliveries to its service sites, listed in Appendix B. 

Delivery to ResCare shall be to specific office/desk tops, FOB destination, freight included in product cost for standard deliveries. 

For the purposes of this contract, delivery requirements for ResCare shall be next-day delivery.  Drop shipments directly from manufacturers or other suppliers are acceptable, provided the appropriate marking/labeling is issued.

There shall be no substitutions without prior approval from the requestor.  Automatic substitutions should have prior approval from the ResCare Purchasing Director. 

The supplier shall package each ResCare order separately with a packing slip.  Orders may be divided among multiple boxes for logistical reasons, although orders may not be combined within the same box.

4.9. Continuous Improvement

ResCare expects measurable and ongoing improvement in the Total Cost of Ownership (TCO) for office supply and related goods.  The supplier chosen is required to submit annual targets for improvement in TCO, which are measurable, quantifiable, and reviewed quarterly.

4.10. Security and Continuity of Supply

As a volume consumer of office supplies and related goods, ResCare expects the supplier to provide a guarantee of both continuity and security of supply under all market conditions.  In responding to this RFP, the details of supplier management strategies for meeting security of supply requirements should be included.  Any such strategies must consider a wide range of contingencies for product and supply.  RFP responses should address such contingencies including the potential acquisition of office supplies and related goods from its competitors.  The supplier should detail contingency arrangements for meeting requirements in the event of a catastrophic failure of production or supply chain processes.  

4.11. Service Requirements

An Experienced national account representative is expected to work with ResCare’s purchasing/procurement department.  Additionally, the vendor shall ensure several other people, fully informed and accountable for this agreement.  ResCare will have quarterly reviews with the supplier account representative.  ResCare reserves the right to ask to have any member of the supplier’s team for the ResCare account replaced at any time for any reason.

Supplier must provide a toll-free number for customer service calls. A dedicated sales team should be provided to ResCare. 

Supplier will pay all costs for returns (shipping, restocking, etc.) as long as materials are in resalable condition. 

Failure of the supplier to comply with stated service level requirements would give ResCare the right to cancel contract in whole without penalty given a 30 day notice to supplier.

4.12. Invoice Audit

The supplier shall provide ResCare, within fourteen (14) calendar days at ResCare’s request, a report to validate that the price(s) charged are in accordance with the price(s) offered on the contract.  The report shall be subject to approval by the ResCare Purchasing Director.  Discrepancies found in the report will require the supplier to update the report no later than seven (7) calendar days after notification by ResCare.  In the event the supplier overcharged ResCare they shall reimburse ResCare within fourteen (14) calendar days.

4.13. Furniture

ResCare requires a dedicated Furniture Representative to assist with product recommendations and quotes.  Furniture should have a set minimum discount with additional discounts possible at time of quote based on order size and manufacturer special discounts when available. 

Delivery and installation should be offered to ResCare at actual cost without additional mark up.  Delivery and installation cost must receive prior approval by ResCare Purchasing Services. 

Briefly describe your furniture offerings.  Include specific lines that are the most popular.  

Indicate design, consultation or project management capabilities including availability of local furniture specialist?  Describe how the local furniture specialists (if any) work with the office supply representatives in a cohesive manner.

4.14. Reporting Requirements

Reporting tools should capture specific data at the buyer, delivery site and business unit levels?

Do designated ResCare stakeholders have access to reporting data on-line and/or have the ability to modify report formats for ad hoc inquiries? Please list available online reports and provide examples of reporting that is unique to your system.

How does your company track and report savings?  Please provide examples as attachments.

What metrics are included in a typical performance review? Please provide an example. 

5. Terms and Conditions

Please review ResCare’s standard Terms and Conditions in Appendix A that apply to this RFP.

NOTE:  Unless otherwise expressly stated herein, all quotations furnished pursuant to this request shall be deemed to be offers.  Any exceptions to this RFP must be clearly and specifically noted.  ResCare reserves the right to reject any or all offers for any reason. ResCare reserves the right to change all items placed for quote and have Supplier rebid on any changes.
Appendix A
Terms and Conditions

Appendix B
ResCare Ship-to Locations

Appendix C
Office Supply and Related Goods Supply volume sampling 
Appendix A

Terms and Conditions

Confidentiality of ResCare

This RFP, and all information provided to the Supplier in connection herewith, is confidential and proprietary information.  The Supplier may not disclose this RFP, or any information that ResCare or any of its subsidiaries may provide the Supplier to assist the Supplier in developing a quotation, to any other person or entity without the prior written approval of ResCare.  The Supplier may use such information solely for the purpose of responding to this RFP.  Absent ResCare’s prior written consent, the Supplier may not disclose to any third party or person that it has received this RFP, the substance of this RFP, or any ResCare decision with respect to the Supplier's quotation.  The Supplier may not make copies of this RFP, nor other documents provided to the Supplier in connection herewith, without ResCare’s prior written consent.

Confidentiality of Proposal

The Supplier's quotation shall become the sole and exclusive property of ResCare.  ResCare reserves the right to modify, reject or use without limitation any or all of the ideas from the Proposals.  ResCare will not disclose Supplier's confidential information in the quotation clearly marked as such, i.e., that which is not otherwise publicly available, to any party other than its attorneys, representatives, regulators or consultants in connection with the preparation of this RFP and the evaluation of such quotation.  In the event any information supplied to ResCare is confidential, please note such confidentiality in a separate letter.  

No Contractual Relationship

Nothing contained in this RFP creates, nor shall be construed to create, neither an offer nor any contractual relationship between ResCare and any Supplier.  ResCare makes no commitment in or by virtue of this RFP to purchase any services or supplies from any Supplier.  Nor does receipt of any Supplier's quotation place ResCare under obligation to enter an agreement to purchase supplies/services ("Agreement") with that or any other Supplier.  Any Agreement shall be in a form acceptable to ResCare’s legal counsel and shall be signed by both parties.  The Supplier agrees, however, to incorporate its representations set forth in its response to this RFP concerning performance into the Agreement.  Each quotation shall constitute an offer, which remains valid for a minimum period of 180 days after the quotation submission date.  Any quotation submitted by a Supplier is subject to review and negotiation by ResCare.

Existing Contracts

Bidder acknowledges that all existing agreements for bidder’s company will be canceled upon successful execution of the new agreement. 

Quotation Costs and Liability

Expenses incurred in preparing and presenting a quotation to ResCare is the sole responsibility of the Supplier and may not be charged to ResCare in any way.  The Supplier specifically agrees that ResCare shall have no legal liability of any kind for its actions in releasing this RFP, or considering and choosing among the Proposals.  Nor shall ResCare accept any liability or responsibility for the Supplier's actions vis‑a‑vis ResCare or any third party in receiving and responding to this RFP.

Basis for Award of Agreement

ResCare reserves the right, in its sole discretion and for any reason whatsoever, to accept, reject or terminate consideration at any time of any and all quotations without explanation.  ResCare specifically reserves the right to contract with a Supplier that does not offer the lowest price or with one or more companies that did not submit a quotation and to modify the terms of the proposal prior to execution of the Agreement.

Amendments to RFP

ResCare reserves the right to amend, modify, withdraw, cancel or terminate this RFP at any time.  If the RFP is amended or modified, it will be in writing from ResCare.  Suppliers are required to acknowledge all amendments in writing.

Exceptions to the RFP

Any exception to the RFP by the Supplier must be explained in detail in writing.  An exception is defined as the Supplier's inability to satisfy a requirement in the manner specified in the RFP.  If the Supplier provides an alternative solution, the costs and the benefits of the alternative solution must be completely explained as well as any assumption made in proposing such solution.  ResCare shall not be bound to consider such alternative solutions, but may do so in its sole discretion.

Governing Law

The laws of the Commonwealth of Kentucky shall govern this RFP and any subsequent agreement between Supplier and ResCare and/or its operating subsidiaries.

Compliance

Supplier shall be in full and complete compliance with any and all applicable federal, state and local laws and regulations, including, without limitation, all Equal Employment Opportunity Commission regulations and requirements.

ANY FAILURE TO COMPLY WITH THE AFOREMENTIONED PROVISIONS WILL AUTOMATICALLY DISQUALIFY THE SUPPLIER IN THE PRESENT RFP PROCESS.  IMMEDIATELY UPON REQUEST OF RESCARE, SUPPLIER SHALL RETURN THIS RFP AND ANY INFORMATION PROVIDED BY RESCARE, AND COPIES THEREOF.  SUPPLIER AGREES THAT ITS SUBMISSION OF A RESPONSE TO THIS RFP CONSTITUTES A BINDING AGREEMENT TO BE BOUND BY THE CONFIDENTIALITY PROVISIONS SET FORTH HEREIN AND THAT SUCH OBLIGATIONS SHALL SURVIVE EVEN IF RESCARE (i) ELECTS NOT TO RESPOND TO SUCH SUBMISSION OR (ii) HAVING INITIALLY RESPONDED, CHOOSES TO ENTER AN AGREEMENT WITH ANOTHER SUPPLIER. 
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