LEGAL NOTICE

Notice is hereby given that the City of Gulfport will receive sealed bids until Ten O’clock a.m.,
Local Time, July 29, 2016 at the Office of Procurement, 1410 24% Avenue, 2" Floor Hardy Bldg.,
Gulfport, MS 39501 for generic office supplies to be utilized city-wide.

Specifications may be obtained from the Office of Procurement, located on the 2nd Floor of the
William Hardy Bldg., 1410 24th Avenue, Gulfport MS 39501 between the hours of 8:00 A.M.
and 5:00 P.M. Monday through Friday.

The City of Gulfport reserves the right to accept or reject any or all proposals and to waive
technicalities if deemed to be in the best interest of the City of Gulfport. Bid award will be
determined on the lowest and best pricing submitted.

The owner is NOT responsible for bids which are mailed to the wrong address or which arrive in
the mail after the designated bid opening time. Bids may be delivered in person to the Owner’s
office prior to the bid opening at the time, date and location listed above.

Proposals may be held by the City of Gulfport, Mississippi, for a period not to exceed sixty (60)
days from the date of the opening of bids for the purpose of reviewing the bids.

Inquiries - All inquiries shall be in writing and directed to the following office. No questions or
requests for clarifications will be addressed within seven (7) business days of the due date of the
proposal.

Connie Debenport, CPPB
1410 24™ Avenue

Hardy Bldg., 2" Floor
Gulfport, MS 39501
cdebenport@gulfport-ms.gov

The successful firm must adhere to the City of Gulfport’s policy concerning non-discrimination
without regard to race, color, religious creed, handicap, ancestry, age, sex, sexual orientation or

national origin.

Direct contact with any City employee, including the Mayor, Administration and City
Council on the subject of this bid is strictly forbidden. Violation of this paragraph will
result in disqualification of your submission.

Publish in the Legal Section on: 06-24-16 and 07-01-16
Send Invoice & Proof of publication to: Connie Debenport, CPPB

P. O.Box 1780
Gulfport, MS 39502-1780.
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CITY OF GULFPORT
INVITATION TO BID

Generic Office Supplies
L. General

The City of Gulfport is soliciting bids from qualified firm(s) to furnish general office
supplies. The City spends has an approximate amount of expenditures between $86,000
and $100,000 annually on office supplies. The annual bid may be awarded to more than
one supplier.

1. Product Selection — Bidders are expected to provide GENERIC Office Supplies
unless a specific part number has been provided. Bidder will NOT provide a
substitute without prior written approval from the Office of Procurement. Bidder
must have a wide range of products available for immediate shipment or
delivery.

2. Green Products — Bidders should outline options the City has in purchasing
“green” products.

3. Pricing — Bidders should complete the attached pricing sheet, and also include
information on how prices will be calculated for items not on the sheet. The items
selected for the pricing sheet generally reflect the items that City spends the most

dollars on.

4. Service — The awarded supplier(s) will be expected to provide quality customer
service.

5. Ordering — Bidders should provide information on the ordering process that will

—bemdﬁﬁe&yﬁﬁﬂﬁpﬂﬂ-&d&&mﬁhwcmordmngsystmﬁm—
reflects “current” pricing/discounts offered to the City of Gulfport. Bidders
should provide ample details on how their company’s on-line ordering system

works.

6. Returns — Proposer should outline process for return, giving details of how credits
are made and what restrictions are placed on returns.

e Catalogs & Product Information — Proposer should indicate how information is
conveyed to purchasers about product types, availability, and prices.

8. Delivery — Proposer should outline delivery information, including any associated
charges or restrictions. The City requires deliveries to individual offices or
locations within 24 hours of placing the order if the order is placed before 2:00
pm.



0. Rebates — If the proposer’s company offers any type of rebates based on volume
of purchases, that information should be included in the proposal.

10.  Complaints or Issues - Proposer should outline how complaints are resolved, and
how the resolution of complaints or similar issues is communicated.

11.  Legal Compliance — Contracted vendor must comply with all local ordinances,
and all state, and federal laws & regulations, including--but not limited to—
permits, licenses, health/sanitary and tax issues.

12. Term of Contract — Term of contract will be for one (1) year with two (3) one-
year renewal options. The City may elect to award to more than one office supply
company.

Minimum Qualifications

Been in the office supply business at least five years

Licensed by the State of MS

Have an on-line ordering system

Ability to accept credit cards for on-line purchases (within 6 months of award)
Provide four (4) references which can attest to the type and quality of the
company’s service.

Questions from potential bidders may be submitted in writing to:

Connie Debenport, CPPB - Purchasing Manager
City of Gulfport

1410 24™ Avenue

Gulfport, MS 39501
cdebenport@gulfport-ms.gov

Questions will be accepted through10:00 a.m., local time, July 20, 2016. After that date,

any addendum to this RFP containing all relevant questions and answers will be posted.

Submission Requirements

Each vendor’s bid must be submitted on the attached bid sheet. The submission shall
include a cover letter signed by the submitting firm’s authorized representative;

The submission shall address items in Section I. General-Items 1-12.

Proposals are to be submitted in a sealed envelope or package, no later than 10:00 a.m.
local time on July 29, 2016, to the Office of Procurement, 1410 24™ Avenue, Gulfport,
MS 39501. Any bid submitted after the date and time specified will be returned
unopened.




Failure to submit your bid prices on the attached form will be cause for
disqualification

Direct Contact

Direct contact with any City employee, including the Governing Authority, on
the subject of this proposal, is strictly forbidden. Violation of this paragraph
will result in disqualification of your proposal.

Trade Secrets/Proprietary Information

Trade Secrets or Proprietary information submitted by an, offeror, or contractor in
connection with a procurement transaction shall not be subject to public disclosure under
the Mississippi Freedom of Information Act; however, the, offeror or contractor must
invoke the protections of this section prior to or upon submission of data or other
materials to be protected and state the reasons why protection is necessary. Price
quotations in proposals submitted to the City are not “proprietary” or “confidential”.
They are considered public information.

The contractor will be and state that he is an equal opportunity employer in all
solicitations or advertisements.

For the purposes of this subsection, “A drug-free workplace” means a site for the
performance of work done in connection with a specific contract awarded to a
contractor in accordance with this subsection, the employees of whom are
prohibited from engaging in the unlawful manufacture, sale, distribution,
dispensation, possession or use of any controlled substance or marijuana during the
performance of the contract.

The City reserves the right to reject any and all proposals or to waive any informality

The City of Gulfport is an equal opportunity employer.

VENDOR INFORMATION

Company/Firm Name

Authorized Representative - Print

Authorized Representative - Sign

Phone Number

Facsimile Number

Email

Website
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