REQUEST FOR QUOTATION

ANNUAL CONTRACT FOR
COPY AND PRINTER PAPER

BID NO. 645-1114-09F

BID DUE DATE: WEDNESDAY, DECEMBER 3, 2008, 2:00 P.M.

PaperBid 09



|. GENERAL CONDITIONS

1. General Information - The Purchasing Division of the City of Antioch, California will
receive at its office located at the Maintenance Services Center, 1307 West Fourth
Street, at 2:00 p.m. on December 3, 2008, bid responses for City of Antioch Bid No.
645-1114-09F. Bids shall be made only on this bid form, properly executed, and
enclosed in a sealed envelope bearing the name of the bidder, the bid number, bid due
date, and bid title. Forms will be available and may be secured by prospective bidders
at the office of the Purchasing Division. Bids shall be written in ink, computer
generated, or by typewriter. Mistakes may be crossed out and corrections inserted
adjacent thereto and must be initialed in ink by the person signing the bid. Bids are to
be verified before submission as they cannot be corrected or altered or signed after bids
are opened.

If you downloaded this Request for Quotation from the City of Antioch’s website
www.ci.antioch.ca.us/CityGov/Finance/Purchasing/RFPs.htm, it is your responsibility to
check back on the website for any addenda that may have been issued, prior to the
bid/proposal due date (or you may contact the Purchasing office at 925-779-6994).

2. Form of Bid - The bid shall be made on the attached bidder's proposal form. If the
form is deemed inadequate, additional information may be submitted with the proposal,
via an attachment of catalogs, drawings, photographs, or a letter. Letters repeating
prices and details from the City's specifications must be omitted. Fax or phone bids are
not acceptable.

3. Interpretation of Bids - Should a bidder find discrepancies in, or omissions from the
specifications, or should bidder be in doubt as to their true meaning, bidder may submit
to the Purchasing Agent a written request for an interpretation thereof prior to the bid
opening. The person submitting the request shall be responsible for its prompt delivery.
Any interpretation of, or change in the proposed documents will be made only by an
addendum issued to each person to whom specifications have been issued, and shall
become part of any contract awarded. The City will not be responsible for any other
explanation or interpretations.

4. Addenda - Any addenda issued by the City during the time of bidding shall be
covered in the bid and shall be made a part of the contract.

5. Bid Openings - Bids shall be delivered to the Purchasing Division of the City of
Antioch on or before the day and hour set for the opening of bids in the published Notice
to Bidders. Each bid shall be enclosed in a separate sealed envelope bearing the
description of the bid, the bid number, the name of the bidder, and the date and hour of
the bid opening. A bidder may withdraw his bid, either personally or by written request,
at any time prior to the scheduled time for opening of bids.

6. Late Bids - Any bids received after the scheduled time of opening will be clocked in,
but they will not be opened or considered.

7. No Bid - If a bid is not made, the bid form must be returned and the reason for not
bidding stated.


http://www.ci.antioch.ca.us/CityGov/Finance/Purchasing/RFPs.htm

8. Award or Rejection - The bid will be awarded to the lowest responsible bidder. The
City, however, reserves the right to reject any or all bids, to accept or reject any one or
more items of a bid, or to waive any minor irregularities or informalities in the bid. It is
anticipated that all items will be purchased, however the City reserves the right to
change quantities prior to the award. The City reserves the right to make the award to
the overall low bidder, or split the award amongst the bidders. For the purpose of
evaluating bids for multiple awards, the sum of $175.00 is considered to be the
administrative cost to the City for issuing and administering each contract awarded.
Individual awards will be made for the items and combinations of items which result in
the lowest aggregate price to the City, including such administrative cost.

9. Terms and Conditions - The bidder shall not change the wording in the attached
specifications or conditions. No words or comments shall be added to the general
conditions or detailed specifications. Any explanation or alternative offered shall be set
forth in a letter attached to the front cover of the specifications. Alternatives which do
not substantially comply with the City's specifications cannot be considered. Conditional
bids cannot be accepted.

10. Alternatives - The make or brand and grade of the article on which the bid is
submitted should be stated on the bid form. If alternates are bid, literature must be
submitted with bid in order for the alternate to be considered. All items on which bids
are submitted must in all cases be equal or better in quality and utility to those specified
by the City. Determination of the acceptability of any product offered shall be solely at
the discretion of the City of Antioch.

11. Payment Terms - Must be indicated by filling in the proper blanks on the bid form.
Cash discounts of less than 20 days will be considered net. The standard terms at the
City of Antioch are Net 30 days.

12. FOB Point - It is understood that the bidder agrees to deliver FOB Destination, with
no freight charges to the City. All costs for packing, delivery, drayage, postage, freight,
express, or for any other purpose are to be borne by the bidder.

13. Brand Names - The use of the name of a manufacturer, or any special brand or
make, in describing any item in the bid documents does not restrict bidders to that
manufacturer or specific article. An equal of the named product will be given due
consideration.  Notwithstanding the foregoing, the City may impose additional
restrictions in the Specification section of the documents.

14. Tax - No bid shall include federal excise tax, inasmuch as the City is exempt per
published IRS regulations concerning state/local governments. The City is obligated to
pay applicable state sales or use taxes (8.25%).

15. Samples - When requested, bidders shall submit properly marked samples of the
article(s) on which bid is made to the City. Any sample submitted must be clearly
marked in such a manner that the marking is fixed, so that the identification of the
sample is assured. Such marking shall state (1) name of bidder, (2) number of bid, and
(3) item number. Samples, when required, must be furnished free of expense to the
City, and if not destroyed by tests, will upon request be returned at bidder's expense.
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16. Inspection - All items furnished shall be subject to the inspection of the City, and
unsuitable items may be rejected. Defective items shall be made good by the vendor in
a manner satisfactory to the City.

17. Assignment - No assignment by the contractor or any contract to be entered into
hereunder or of any part thereof, except of funds to be received thereunder by the
contractor, will be recognized by the City unless such assignment has had the prior
written approval of the City.

18. Warranty - Terms of any warranty offered by the manufacturer or the bidder shall
be included with the bid.

19. Timely Delivery - Time is of the essence, and the purchase order is subject to
termination for failure to deliver on time. The acceptance by buyer of later performance
with or without objection or reservation shall not waive the right to claim damage for
such breach nor constitute a waiver of the requirements for the timely performance of
any obligation remaining to be performed by the vendor.

20. Liquidated Damages - If delivery does not occur on schedule it is understood that
the City will suffer damage. It being impractical and infeasible to determine the amount
of actual damage, it is agreed that the contractor shall pay to the City the sum of one
hundred ($100.00) dollars per day for each and every calendar day's delay in finishing
the contract.

21. Termination for Default - The City may, by written notice of default to the vendor,
terminate any resulting order in whole or in part should the vendor fail to make
satisfactory progress, fail to deliver within time specified therein or fail to deliver in strict
conformance to specifications and requirements set forth therein. In the event of such
termination, the City reserves the right to purchase or obtain the supplies or services
elsewhere, and the defaulting vendor shall be liable for the difference between the
prices set forth in the terminated order and the actual cost thereof to the City. The
prevailing market price shall be considered the fair repurchase price. If, after notice of
termination of this contract under the provisions of this clause, it is determined for any
reason that the Contractor was not in default under the provisions of this clause, the
rights and obligations of the parties shall be the same as if the notice of termination had
been issued pursuant to the Termination for Convenience clause. The rights and
remedies of City provided in this article shall not be exclusive and are in addition to any
other rights and remedies provided by law or under resulting order.

22. Termination for Convenience - The City may, by written notice stating the extent
and effective date, terminate any resulting order for convenience in whole or in part, at
any time. The City shall pay the vendor as full compensation for performance until such
termination the unit or pro rate price for the delivered and accepted portion, and a
reasonable amount, as costs of termination, not otherwise recoverable from other
sources by the vendor as approved by the City, with respect to the undelivered or
unaccepted portion of the order, provided compensation hereunder shall in no event
exceed the total price. In no event shall the City be liable for any loss of profits on the
resulting order or portion thereof so terminated. The rights and remedies of City
provided in this article shall not be exclusive and are in addition to any other rights and
remedies provided by law or under resulting order.

4



23. Fiscal Year - Obligation for payment of any contract beyond the current fiscal year
end is contingent upon the availability of funding from which payment can be made. No
legal liability shall arise for payment beyond June 30 of the calendar year unless funds
are made available for such performance.

24. Equal Opportunity - The City of Antioch requires any vendor who receives
business from the City to adhere to the Equal Opportunities in Employment guidelines
as set forth within Federal and State guidelines. By signing and submitting a proposal
for this contract to the City, the vendor does certify, to adhere to said guidelines.

25. Business License — The City of Antioch requires that any vendor doing business
within the city limits must hold a valid City of Antioch Business License prior to
merchandise delivery (by vendor) or services provided. If required, the awarding vendor
must contact the Business License Representative at (925) 779-7059 for more
information or an application.

26. Governing Law - This contract shall be construed and interpreted according to the
laws of the State of California.

27. Questions relating to this bid should be directed to Debra Joseph, Buyer I, City of
Antioch, P.O. Box 5007, Antioch, CA 94531-5007, at (925) 779-6995.

II. DETAILED SPECIFICATIONS

The City of Antioch intends to set up an annual contract to purchase miscellaneous
printer and copy paper. This contract will be effective for one year, from 12/10/08 thru
12/9/09. Pricing shall be firm for one year, unless vendor has an anticipated price
increase and knows when it shall take effect. Please list this information on the pricing

page.

Orders will be placed by various City employees via phone or fax. Quantities listed on
the price page are estimated annual usage. Quantities are not guaranteed. White, 8-
1/2x11” paper will be ordered by the pallet, while most all other paper will be ordered by
the case. Occasionally, orders may be placed for less than a case for specialty papers.
At that time, a request for pricing will be placed prior to ordering.

The City of Antioch is researching the option to purchase all paper with a recycled paper
content of 30% or greater post-consumer waste. With this in mind, the quantities listed
for each line item are estimated annual usage, but the City will utilize either virgin or
recycled (whichever the City decides is in its best interest), but not necessarily both.
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RETURN THIS PAGE WITH YOUR PRICING SCHEDULE
lll. Bid Work Sheet - Bid No. 645-1114-09F - Due 12/3/08, 2:00 p.m.
To The City of Antioch:

In compliance with the annexed notice inviting sealed proposals, the undersigned
hereby proposes to furnish all necessary tools and equipment, materials, labor, and
supervision (including cost of Worker's Compensation Insurance and all payroll taxes on
such labor) to complete the annual paper purchase contract as herein described in
accordance with the special provision therefor, and agrees to enter into a contract
therefor, at the listed prices.

All prices shall be F.O.B. Jobsite, Antioch, California. Sales tax should not be a part of
the unit price. Should you show sales tax as a separate line item, the rate for the City of
Antioch is 8.25%.

Description Oty. Unit Quote/Unit Extension
. Paper, 20 Ib. white bond, sub. 20, 8%2" x 11” 20 plt

long grain, brightness 83.5% or higher, for
high speed copiers and offset duplicators,

10 rms/cs, 40 cs/pallet, 500 sheets/rm, item
#C8120 Flight Bond, Boise X-9 or equal, virgin

. Paper, white, 8%2" x 11", recycled, 83.5% 20 plt
brightness or higher, 30% post-consumer
content

. Same as above, except colors: canary, tan, 20 cs
pink, cherry, goldenrod, blue, green, virgin

. Same as above, except 30% post-consumer 20 cs
content

. Paper, 8%2" x 14”, sub. 20, long grain, 20 Ccs

brightness 83.5% or higher, 500 sh/rm,
10 rms/cs, colors: white, blue, canary,
goldenrod, green, pink

. Same as above, except 30% post-consumer 20 cs
content
. Paper, 110 Ib. cardstock/index, 8%2" x 11", 20 CcS

250 sh/rm, 8 rms/cs, colors: white, It. blue,
canary, cherry, buff, green, salmon

. Same as above, except 30% post-consumer 20 cs
content
. Paper, 20 Ib. bond, 11" x 177, 500 sh/rm 10 CcS

5 rms/cs, colors: white, blue, canary, pink,
goldenrod, green
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10. Same as above, except 30% post-consumer 10 cs
content
11. Paper, NCR, 20 Ib. 82" x 11", 3 patrt, 2 cs

reverse, black print, white/yellow/pink

12. Paper, NCR, 20 Ib., 842" x 117, 2 part, 2 cs
reverse, black print

The above quantities are estimates only for the comparison of bids. The City of Antioch
will pay only for actual acceptable material received at the unit prices submitted.

Do you anticipate any price increases over the contract period?  Yes No

If so, effective date: Amount of increase:

Terms or Cash Discount (if other than Net 30 days)

Company Name

Contact Name

Title

Address

City/State/Zip

Telephone FAX:

Email Address

Signature Date

Send via mail (sealed) to: OR Deliver via courier (sealed) to:
City of Antioch/Purchasing City of Antioch/Purchasing

Bid No. 645-1114-09F Bid No. 645-1114-09F

P.O. Box 5007 1307 West Fourth Street
Antioch, CA 94531-5007 Antioch, CA 94509

Directions to Purchasing: From Highway 4, take Auto Center Drive exit. Drive north approx. 1 mile;
Auto Center Drive turns into West Fourth Street. Purchasing is located at 1307 West Fourth Street
(Fourth and ‘N’ Streets). Enter from ‘N’ Street. The office is located in the mobile trailer next to the
Stores Warehouse.

LATE BIDS WILL NOT BE ACCEPTED — NO EXCEPTIONS.
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REQUEST FOR QUOTATION
INSTRUCTIONS AND CONDITIONS

1. PREPARATION/SUBMISSION OF BIDS:

e Each bid must be submitted on this form in a sealed envelope with the bid number, closing date, and
time on outside.

o All information shall be entered in ink or typewritten. Mistakes may be crossed out and corrections
inserted before submission of your bid. Corrections shall be initialed in ink by the person signing the bid.
o Corrections and/or modifications received after the closing time specified will not be accepted.

e Time of delivery shall be stated as the number of calendar days following receipt of the order by the
vendor to receipt of the goods or services by the City.

o Time of delivery may be a consideration in the award.

¢ Prices will be considered as net if no cash discount is shown.

o All bids shall be signed by an authorized officer or employee of the bidder.

e Bids must be submitted by the date and at, or prior to, the time specified to be considered. No late
bids, telegraphic or telephone, will be accepted.

o If your quotation is on an “all or nothing” basis, please state on quotation form.

2. BRAND NAMES:

e Brand names and numbers, when used, are for reference to indicate the character or quality desired.

e Equal items will be considered, provided your offer clearly describes the article. Offers for equal items
shall state the brand and number, or level of quality. The determination of the Purchasing Agent as to
what items are equal shall be final and conclusive.

e When brand, number, or level of quality is not stated by the bidder, it is understood the offer is exactly
as specified.

3. SAMPLES:

Samples of articles, when required, shall be furnished free of cost of any sort to the City of Antioch.
Samples of articles selected may be retained for future comparison.

e Samples which are not destroyed by testing, or which are not retained for future comparison, will be
returned upon request at your expense.

4. TAXES:

e Do not include sales, use, or federal excise taxes in your bid. All applicable sales tax will be added to
purchase order. The City of Antioch is exempt per IRS regulations from the payment of Federal Excise
Taxes.

o If your company is outside California and collects use tax, please state the amount as a separate item if
the City is to remit the tax.

5. LIABILITIES:

The vendor shall hold the City of Antioch, its officers, agents, servants, and employees, harmless from
liability of any nature or kind because of use of any copyrighted, or uncopyrighted composition, secret
process, patented or unpatented invention, articles or appliances furnished or used under this bid, and
agrees to defend, at his own expense any and all actions brought against the City of Antioch or himself
because of the unauthorized use of such articles.

All materials, supplies and equipment in these specifications and bid shall be in full compliance with the
safety orders and regulations of the Division of Industrial Safety of the State of California and all laws and
ordinances applicable thereto.

Cost of inspection of deliveries or offers for delivery, which do not meet specifications will be charged to
vendor.

6. DEFAULT BY BIDDER:

In case of default by the bidder, the City of Antioch may procure the articles or services from other
sources and may deduct from any monies due, or that may thereafter become due to the vendor, the
difference between the price named in the contract or purchase order and actual cost thereof to the City
of Antioch. Prices paid by the City shall be considered the prevailing market price at the time such
purchase is made. Periods of performance may be extended if the facts as to the cause of delay justify
such extension in the opinion of the Purchasing Agent.
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7. AWARDS:

The City of Antioch reserves the right: (1) to award bids received on the basis of individual items, or
groups of items, or on the entire list of items, (2) to reject any or all bids, or any part thereof, (3) to waive
any informality in the bids; and (4) to accept the bid that is in the best interest of the City. The Purchasing
Agent’s decision shall be final.

e In determining and evaluating the best quotation, the prices will not necessarily be the controlling
factor, but quality, equality, efficiency, utility, suitability of the equipment offered and the reputation of the
equipment in general use will also be considered with any other relevant factors.

8. RIGHT TO AUDIT:
The City of Antioch reserves the right to verify, by examination of vendors’ records, all invoiced amounts
when firm prices are not set forth in the purchase agreement.

9. ASSIGNMENT:

In submitting a bid to a public purchasing body, the bidder offers and agrees that if the bid is accepted, it
will assign to the purchasing body all rights, title and interest in and to all causes of action it may have
under Section 4 of the Clayton Act (1 5 U.S.C. Sec. 15) or under the Cartwright Act (Chapter 2
(commencing with Section 16700) of part 2 of Division 7 of the Business and Professions Code), arising
from the purchases of goods, materials, or services by the bidder for sale to the purchasing body
pursuant to the bid. Such assignment shall be made and become effective at the time the purchasing
body tenders final payment to the bidder.
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EQUAL OPPORTUNITIES IN EMPLOYMENT

The contractors and all subcontractors shall not discriminate against any employee or
applicant for employment because of race, religion, color, sex, or national origin. The
Contractor shall take affirmative action to insure that applicants are employed, and that
employees are treated during employment, without regard to their race, religion, color,
sex, or national origin. Such action shall include, but not be limited to the following:
employment, upgrading, demotion, or transfer; recruitment or recruitment advertising;
layoff or termination; rates of pay or other forms of compensation; and selection for
training, including apprenticeship.

The Contractor agrees to post in conspicuous places, available to employees and
applicants for employment, notices setting forth the policies of nondiscrimination.
Contractor is required to submit policy statements: Affirmative Action and Equal
Employment Opportunity (EEO). The Contractor and all Subcontractors shall, in all
solicitation or advertisement for employees placed by them or on their behalf, state that
all qualified applicants will receive consideration for employment without regard to race,
religion, color, sex, or national origin.

APPEALS AND REMEDIES

Any actual or prospective bidder, offeror, or contractor that has a grievance in
connection with any City solicitation or award of contract may protest to the department
soliciting the subject bid request, the City Manager or City Council. Protestors are
urged to seek resolution of their complaints initially with the using department. All
protests shall be submitted in writing. The protest shall be submitted within five (5)
calendar days after protestor knows or should have known of the facts supporting
protest, but not later than the award of bid.

In the event of such protest, the using department involved shall not proceed with the
solicitation or award of contract until a determination is made to settle the dispute. All
disputes shall be settled in the best interest of the city. This determination may be
granted by using department, City Manager, or City Council. If protestor is in
agreement with decision made at any staff level below City Council, the solicitation or
award of contract process shall be continued, according to the recommendation from
staff. If required, the City Council will act as the final authority of all such decisions.
After such decision, it shall direct the final course of action.

(1) Notice to Contractor/Protestor of Decision. All decisions shall be promptly issued in
writing and furnished immediately by certified mail to the contractor/protestor. The
decision shall state the reasons for such action and shall inform the contractor of its
appeal rights of the Municipal Code.

(2) Einal Decision/Contractor's Right to Appeal. Using department's decisions shall be
final and conclusive, unless within five (5) working days from the date of receipt of the
decision, the contractor mails or otherwise delivers a written appeal to the City Council
or commences an action in a court of law.
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