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State of New Hampshire         Date:  10/24/16 
Division of Procurement and Support Services 
Bureau of Purchase and Property        Bid No.:  1888-17 
25 Capitol Street, State House Annex 
Concord, NH  03301-6398        Date of Bid Opening: 11/21/2016 
          Time of Bid Opening: 1:30 PM (EST) 
 

YOU MAY EMAIL YOUR BID TO MATT JOHNSON AT:  EMAIL PRCHWEB@NH.GOV 
 

BID INVITATION FOR CONTRACT: OFFICE SUPPLIES, CONSUMABLE   
 
[Insert name of signor]_____________________________, on behalf of _____________________________ [insert name of entity submitting bid 
(collectively referred to as “Vendor”)  hereby submits an offer as contained in the written bid submitted herewith (“Bid”) to the State of New 
Hampshire in response to BID #1888-17 at the price(s) quoted herein in complete accordance with the bid.  
  
Vendor attests to the fact that:  
  
1.   The Vendor has reviewed and agreed to be bound by the Bid.  
2.   The Vendor has not altered any of the language or other provisions contained in the Bid document.   
3.   The Bid is effective for a period of 180 days from the Bid Opening date as indicated above.  
4.   The prices Vendor has quoted in the Bid were established without collusion with other vendors.  
5.   The Vendor has read and fully understands this Bid.  
6.   Further, in accordance with RSA 21-I:11-c, the undersigned Vendor certifies that neither the Vendor nor any of its subsidiaries, affiliates or 
principal officers (principal officers refers to individuals with management responsibility for the entity or association):  

a. Has, within the past 2 years, been convicted of, or pleaded guilty to, a violation of RSA 356:2, RSA 356:4, or any state or federal law 
or county or municipal ordinance prohibiting specified bidding practices, or involving antitrust violations, which has not been 
annulled;  

b. Has been prohibited, either permanently or temporarily, from participating in any public works project pursuant to RSA 638:20;  
c. Has previously provided false, deceptive, or fraudulent information on a vendor code number application form, or any other 

document submitted to the state of New Hampshire, which information was not corrected as of the time of the filing a bid, proposal, 
or quotation;  

d. Is currently debarred from performing work on any project of the federal government or the government of any state;  
e. Has, within the past 2 years, failed to cure a default on any contract with the federal government or the government of any state;  
f. Is presently subject to any order of the department of labor, the department of employment security, or any other state department, 

agency, board, or commission, finding that the applicant is not in compliance with the requirements of the laws or rules that the 
department, agency, board, or commission is charged with implementing;  

g. Is presently subject to any sanction or penalty finally issued by the department of labor, the department of employment security, or 
any other state department, agency, board, or commission, which sanction or penalty has not been fully discharged or fulfilled;  

h. Is currently serving a sentence or is subject to a continuing or unfulfilled penalty for any crime or violation noted in this section;  
i. Has failed or neglected to advise the division of any conviction, plea of guilty, or finding relative to any crime or violation noted in 

this section, or of any debarment, within 30 days of such conviction, plea, finding, or debarment; or  
j. Has been placed on the debarred parties list described in RSA 21-I:11-c within the past year.   

 
This document must be signed by a person who is authorized to legally obligate the responding vendor. A signature on this document 
indicates that all State of New Hampshire terms and conditions are accepted by the responding vendor and that any and all other terms 
and conditions submitted by the responding vendor are null and void, even if such terms and conditions have terminology to the contrary. 
The responding vendor shall also be subject to State of New Hampshire terms and conditions as stated on the reverse of the purchase order. 

Authorized Signor’s Signature _______________________________    Authorized Signor’s Title ________________________ 
 
NOTARY PUBLIC/JUSTICE OF THE PEACE  
  
COUNTY: ___________________________ STATE: ______________  ZIP: _________________  
 
On the _____ day of _______________, 2016, personally appeared before me, the above named ________________________, in his/her capacity 
as authorized representative of ________________, known to me or satisfactorily proven, and took oath that the foregoing is true and accurate to 
the best of his/her knowledge and belief.  
  
In witness thereof, I hereunto set my hand and official seal.  
 
_________________________________________________________  
(Notary Public/Justice of the Peace)  
  
My commission expires: _________________________________________________________ (Date)  

Form P31-B 
Unless specifically amended or deleted by the Division of Procurement and Support Services, the following General Terms and Conditions 
apply to this Bid and any resulting Purchase Order or Contract. 
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GENERAL CONDITIONS AND INSTRUCTIONS: 
 
NATURE OF, AND ELIGIBILITY TO RESPOND. This bid invitation is submitted in accordance with Chapter 21-1, and rules promulgated 
thereunder, and constitutes a firm and binding offer.  A bid may not be withdrawn unless permission is obtained from the Bureau of 
Purchase and Property. 
 
Bids may be issued only by the Bureau of Purchase and Property and are not transferable. 
  
SAMPLES AND DEMONSTRATIONS. When samples are required they must be submitted free of costs and will not be returned.  Items left 
for demonstration or evaluation purposes shall be delivered and installed free of charge and shall be removed at no cost to the State. 
Demonstration units shall not be offered to the State as new equipment. 
 
BIDS. Bids must be received at the Bureau of Purchase and Property before the date and time specified for the opening. Bids must be 
submitted on this bid form or exact copies and must be typed or clearly printed in ink. Corrections must be initialed. Bids are to be 
made less Federal Excise Tax and no charge for handling unless required by law. 
 
SPECIFICATIONS. Vendors must submit on items as specified. Proposed changes must be submitted in writing and received at the Bureau 
of Purchase and Property at least five (5) business days prior to the bid opening, unless otherwise specified in the RFB timeline. Vendors 
shall be notified in writing if any changes to the specifications are made. 
 
AWARD. The award will be made to the responsible Vendor submitting a conforming bid meeting specifications at the lowest cost 
unless other criteria are noted in the bid. Unless otherwise noted, the award may be made by individual items. 
 
If there is a discrepancy between the unit price and the extension, the unit price will prevail. 
 
When identical low bids are received the award will be made in accordance with the Administrative Rules. 
  
Discounts will not be considered in making award but may be offered on the Invoice for earlier payment and will be applicable on the 
date of completion of delivery or receipt of Invoice, whichever is later. On orders specifying split deliveries, discounts will apply on the 
basis of each delivery or receipt of Invoice, whichever is later. 
 
PATENT INFRINGEMENT. Any responding vendor who has reason to believe that any other responding vendor will violate a patent should 
such responding vendor be awarded the contract shall set forth in writing, prior to the date and time of opening, the grounds for his 
belief and a detailed description of the patent. 
 
ASSIGNMENT PROVISION. The responding vendor hereby agrees to assign all causes of action that it may acquire under the antitrust 
laws of New Hampshire and the United States as the result of conspiracies, combinations, or contracts in restraint of trade which 
materially affect the price of goods or services obtained by the state under this contract if so requested by the State of New 
Hampshire. 
 
FEDERAL FUNDS. This Division of Plant and Property Management, under RSA 21-1:14, VIII shall assure the continuation or granting of 
federal funds or other assistance not otherwise provided for by law by following the Federal Procurement Standards. 
 
STATE’S OPTIONS: The Bureau of Purchase and Property reserves the right to reject or accept all or any part of any bid, to determine 
what constitutes a conforming bid, to award the bid solely as it deems to be in the best interest of the State, and to waive irregularities 
that it considers not material to the bid. 
  
PUBLIC INFORMATION: The responding vendor hereby acknowledges that all information relating to this bid and any resulting order 
(Including but not limited to fees, contracts, agreements and prices) are subject to these laws of the State of New Hampshire regarding 
public information. 
  
PERSONAL LIABILITY: The responding vendor agrees that in the preparation of this bid or the execution of any resulting contract or order, 
representatives of the State of New Hampshire shall incur no liability of any kind. 
  
PROOF OF COMPLIANCE. The responding vendor may be required to supply proof of compliance with proposal specifications. When 
requested, the responding vendor must immediately supply the Bureau of Purchase and Property with certified test results or certificates 
of compliance. Where none are available, the State may require independent laboratory testing. All costs for such testing certified test 
results or certificate of compliance shall be the responsibility of the responding vendor. 
  
FORM OF CONTRACT. The terms and conditions set forth in any additional Terms and Conditions by the Bureau of Purchase and Property 
are part of the bid and will apply to any contract awarded the responding vendor unless specific exceptions are taken and accepted 
and will prevail over any contrary provisions in Terms and Conditions submitted by the responding vendor. 
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CONTRACT TERMS AND CONDITIONS 

 
1. The State of New Hampshire, acting through the Division of Procurement and Support Services, engages the firm or individual ("the 
Vendor") to perform the services and/or sale of goods, described in the attached State documents, if any, and the Vendor’s bid or 
quotation, both of which are incorporated herein by reference. 
  
2. COMPLIANCE BY VENDOR WITH LAWS AND REGULATIONS.  In connection with the performance of this agreement, the Vendor shall 
comply with all statutes, laws, regulations, and orders of federal, state, county or municipal authorities which shall impose any 
obligation or duty upon the Vendor, including, but not limited to civil rights and equal opportunity laws. 
  
3. TERM.  The contract, and all obligations of the parties thereunder, shall become effective on a specified date and shall be 
completed in their entirety prior to a specified date. Any work undertaken by the Vendor prior to the effective date shall be at his sole 
risk and, in the event that the contract shall not become effective, the State shall be under no obligation to reimburse the Vendor for 
any such work. 
  
4. CONTRACT PRICE.  The contract price, a payment schedule and a maximum limitation of price shall be as specified by the bid 
invitation and the Vendor’s bid. All payments shall be conditioned upon receipt, and approval by the State, of appropriate vouchers 
and upon satisfactory performance by the Vendor, as determined by the State. The payment by the State of the Contract Price shall 
constitute complete reimbursement to the Vendor for all expenses of any nature incurred by the Vendor in the performance by the 
Vendor and complete payment for the Services. The State shall have no other liability to the Vendor. 
  
5. DELIVERY.  If the vendor fails to furnish items and/or services in accordance with all requirements, including delivery, the state may re-
purchase similar items from any other source without competitive bidding, and the original vendor may be liable to the state for any 
excess costs.  If a vendor is unable to complete delivery by the date specified, he must contact the using agency. However, the 
agency is not required to accept a delay to the original delivery date. All deliveries are subject to inspection and receiving procedure 
rules as established by the State of New Hampshire. Deliveries are not considered accepted until compliance with these rules has been 
established. State personnel signatures on shipping documents shall signify only the receipt of shipments. All deliveries shall be FOB 
Destination. 
 
6. INVOICING.  All invoices must be in triplicate showing Order Number, Unit and Extension Prices and discounts allowed. A separate 
invoice shall be submitted for each order. Unless otherwise noted on the invitation to bid or purchase order, payment will not be due 
until thirty (30) days after all services have been completed, or all items have been delivered, inspected and accepted or the invoice 
has been received at the agency business office, whichever is later. 
  
7. PERSONNEL. 
7.1.  The Vendor shall disclose in writing the names of all owners (5% or more), directors, officers, employees, agents or subcontractors 
who are also officials or employees of the State of New Hampshire. Any change in this information shall be reported in writing within 
fifteen (15) days of their occurrence. 
  
7.2.  The person signing this agreement on behalf of the State, or his or her delegee ("Contracting Officer") shall be the State’s 
representative for purposes of this agreement. In the event of any dispute concerning the interpretation of this agreement, the 
Contracting Officer’s decision shall be final. 
  
8.  EVENT OF DEFAULT; REMEDIES. 
8.1.  Any one or more of the following acts or omissions of the Vendor shall constitute an event of default hereunder ("Events of 
Default"): 
  
8.1.1.  failure to deliver the goods or services satisfactorily or on schedule; or  
 
8.1.2.  failure to submit any report required hereunder; or 
  
8.1.3.  failure to perform any of the other covenants and conditions of this agreement. 
 
8.2.  Upon the occurrence of any Event of Default, the State may take any one, or more, or all, of the following actions: 
 
8.2.1.  give the Vendor a written notice specifying the Event of Default and requiring it to be remedied within, in the absence of a 
greater or lesser specification of time, thirty (30) days from the date of the notice; and if the Event of Default is not timely remedied, 
terminate this agreement, effective two (2) days after giving the Vendor notice of termination; and 
 
8.2.2.  give the Vendor a written notice specifying the Event of Default and suspending all payments to be made under this agreement 
and ordering that the portion of the Contract Price, which would otherwise accrue to the Vendor during the period from the date of 
such notice until such time as the State determines that the Vendor has cured the Event of Default, shall never be paid to the Vendor; 
and 
 
8.2.3.  set off against any other obligation the State may owe to the Vendor any damages the State suffers by reason of any Event of 
Default; and 
 
8.2.4.  treat the agreement as breached and pursue any of its remedies at law or in equity, or both. 
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9. WAIVER OF BREACH.   No failure by the State to enforce any provisions hereof after any Event of Default shall be deemed a waiver of 
its rights with regard to that Event, or any subsequent Event. No express failure of any Event of Default shall be deemed a waiver of any 
provision hereof. No such failure or waiver shall be deemed a waiver of the right of the State to enforce each and all of the provisions 
hereof upon any further or other default on the part of the Vendor. 
 
10. VENDOR’S RELATION TO THE STATE.  In the performance of this agreement the Vendor is in all respects an independent contractor, 
and is neither an agent nor an employee of the State. Neither the Vendor nor any of its officers, employees, agents or members shall 
have authority to bind the State nor are they entitled to any of the benefits, workmen’s compensation or emoluments provided by the 
State to its employees. 
 
11. ASSIGNMENT AND SUBCONTRACTS.  The Vendor shall not assign, or otherwise transfer any interest in this agreement without the prior 
written consent of the State. No work required by this contract shall be subcontracted without the prior written consent of the State. 
  
12. INDEMNIFICATION.  The contractor shall defend, indemnify and hold harmless the State, its officers and employees, from and 
against any and all losses suffered by the State, its officers and employees, and any and all claims, liabilities or penalties asserted 
against the State, its officers and employees, by or on behalf of any person, on account of, based on, resulting from, arising out of (or 
which may be claimed to arise out of) the acts or omissions of the Vendor. Notwithstanding the foregoing, nothing herein contained 
shall be deemed to constitute a waiver of the sovereign immunity of the State, which immunity is hereby reserved to the State. This 
covenant shall survive the termination of this agreement. 
 
12.1 PATENT PROTECTION.  The seller agrees to indemnify and defend the State of New Hampshire from all claims and losses resulting 
from alleged and actual patent infringements and further agrees to hold the State of New Hampshire harmless from any liability arising 
under RSA 382-A:2-312(3). (Uniform Commercial Code). 
 
13. TOXIC SUBSTANCES.  In compliance with RSA 277-A known as the Workers Right to Know Act, the vendor shall provide Material Safety 
Data Sheets with the delivery of any and all products covered by said law. 
 
14. NOTICE. Any notice by a party hereto to the other party shall be deemed to have been duly delivered or given at the time of 
mailing by certified mail, postage prepaid, in a United States Post Office addressed to the parties at the addresses given below. 
 
15. AMENDMENT.  This agreement may be amended, waived or discharged only by an instrument in writing signed by the parties 
hereto. 
 
16. CONSTRUCTION OF AGREEMENT AND TERMS.  This agreement shall be construed in accordance with the laws of the State of New 
Hampshire, and is binding upon and inures to the benefit of the parties and their respective successors and assigns. 
 
17. ADDITIONAL PROVISIONS.  The additional provisions (if any) have been set forth as Exhibit "A" hereto. 
 
18. ENTIRE AGREEMENT.  This agreement, which may be executed in a number of counterparts, each of which shall be deemed an 
original, constitutes the entire agreement and understanding between the parties, and supersedes all prior agreements and 
understandings relating hereto. 
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BID INVITATION FOR: OFFICE SUPPLIES, CONSUMABLE 
PURPOSE: 
The State of New Hampshire agencies and eligible participants, as defined below, are requesting bids from 
responsible vendors to establish a contract for office supplies and related products as indicated in the “Offer” 
section of this bid invitation. These products are to be ordered as needed during the term of the contract. Items 
ordered under any resulting contract must be delivered FOB destination to all State of NH Agencies and Eligible 
Participant locations. 
 
SCOPE: 
The scope of this procurement includes the provision of a full range of office supplies, limited paper and related 
products offered in the full-line catalog, Essendant, formerly known as United Stationers.  

 
INSTRUCTIONS TO VENDOR: 
Read the entire bid invitation prior to filling it out. Complete the pricing information in the “Offer” section 
(detailed information on how to fill out the pricing information can be found in the “Offer” section); complete 
the “Vendor Contact Information” section; and finally, fill out, sign, and notarize page 1 of the bid invitation. 
 
BID SUBMITTAL: 
All bids must be submitted on this form or an exact copy, must be typed or clearly printed in ink and must be 
received on or before the date and time specified on page 1 of this bid under “Bid closing”.  Interested 
parties may submit a bid to the State of New Hampshire Bureau of Purchase and Property by email to 
PRCHWEB@NH.GOV.  All bids must be clearly marked with bid number, date due and purchasing agent’s 
name.   
 
IF YOU ARE EXPERIENCING DIFFICULTIES EMAILING YOUR BID OR YOU WISH TO VERIFY THAT YOUR BID RESPONSE 
HAS BEEN RECEIVED, PLEASE CALL (603) 271-2201 AND ASK A PURCHASING ASSISTANT FOR ASSISTANCE OR TO 
CHECK ON THE STATUS OF YOUR BID RESPONSE. 
 
TIMELINE:  
The timeline below is provided as a general guideline and is subject to change.  Unless stated otherwise, 
considered the dates below a “no later than” date. 
 
10/24/2016  Bid Solicitation distributed on or by 
11/14/2016  Last day for questions, clarifications, and/or requested changes to bid 
11/21/2016  1:30 (EST) PM Bid Opening  
01/01/2017  Estimated Implementation of Contract to apparent low bidder 
 
GOVERNING TERMS AND CONDITIONS: 
A responding bid that has been completed and signed by your representative will constitute your company’s 
acceptance of all State of New Hampshire terms and conditions and will legally obligate your company to 
these terms and conditions. 
  
A signed response further signifies that from the time the bid is published (bid solicitation date and time) until a 
contract is awarded, no bidder shall offer or give, directly or indirectly, any gift, expense reimbursement, or 
honorarium, as defined by RSA 15-B, to any elected official, public official, public employee, constitutional 
official, or family member of any such official or employee who will select, evaluate, or award the RFB.   
 
Furthermore, a signed response signifies that any terms and/or conditions that may be or have been submitted 
by the Vendor are specifically null and void and are not a part of this bid invitation or any awarded purchase 
order, even if said terms and/or conditions contain language to the contrary. 
 
PUBLIC DISCLOSURE OF BID OR PROPOSAL SUBMISSIONS: 
Generally, the full contents of any bid or proposal (including all materials submitted in connection with it, such 
as attachments, exhibits and addenda) become public information upon  completion of final contract or 
purchase order negotiations with the selected vendor.  Certain information concerning bids or proposals, 
including but not limited to pricing or scoring, is generally available to the public even before this time, in 
accordance with the provisions of RSA 21-G: 37.   
 
To the extent consistent with applicable state and federal laws and regulations, as determined by the State, 
including, but not limited to, RSA Chapter 91-A (the “Right-to-Know” Law), the State will, after final 
negotiations with the selected vendor are complete, attempt to maintain the confidentiality of portions of a 
bid or proposal that are clearly and properly marked by a Vendor as confidential.  Any and all information 
contained in or connected to a bid or proposal that a Vendor considers confidential must be clearly 
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designated in the following manner: 
 

1. If the Vendor considers a portion of a page of a submission confidential, it shall highlight those portions of 
the page in yellow and note “confidential” beside the highlighting.  Use of any other term, such as 
“proprietary”, “not for public use”, or “for client’s use only”, is not acceptable. 

 
2. If a  Vendor considers one or more full pages of a submission confidential, it may either highlight and 

mark those pages as noted above or, in the alternative, place those pages in a separate envelope 
marked “confidential,” clearly noting to which section or part of the bid or proposal the segregated 
materials pertain.     

 
You must also provide a letter to the person listed as the point of contact for this RFB or RFP, identifying the 
specific page number and section of the information you consider to be confidential information and 
provide your rationale for each designation.  
 
The State shall have no obligation to maintain the confidentiality of any portion of a bid, proposal or related 
material, which is not marked in accordance with the foregoing provisions. It is specifically understood and 
agreed that the Vendor waives any claim of confidentiality as to any portion of a response to this RFB or RFP 
that is not marked as indicated above, and that unmarked (or improperly marked) submissions may be 
disseminated to any person, without limitation.  Marking an entire bid, proposal, attachment or full sections 
thereof confidential without taking into consideration the public’s right to know will neither be accepted nor 
honored by the State. Bids or proposals submitted with markings not in conformity with the foregoing 
provisions of this request for submission, or submitted without an explanation of the Vendor’s rationale for a 
confidentiality designation, may be deemed not to comply with the requirements of the bid or proposal 
(subject to correction and cure).      
 
Notwithstanding any provision of this request for submission to the contrary, proposed pricing will be subject to 
public disclosure REGARDLESS of whether or not marked as confidential.   
If a request is made to the State by any person or entity to view or receive copies of any portion of a proposal 
and if disclosure is not prohibited under RSA 21-G:37 or any other applicable law or regulation, Vendors 
acknowledge and agree that the State may disclose any and all portions of the proposal or related materials 
which is not marked as confidential.  In the case of bids, proposals or related materials that contain portions 
marked confidential, the State will assess what information it believes is subject to release; notify the Vendor 
that the request has been made; indicate what, if any, portions of the proposal or related material will not be 
released; and notify the Vendor of the date it plans to release the materials. The State is not obligated to 
comply with a Vendor’s designation regarding confidentiality.  
 
By submitting a bid or proposal, the Vendor agrees that unless it obtains and provides to the State, prior to the 
date specified in the notice described in the paragraph above, a court order valid and enforceable in the 
State of New Hampshire, at its sole expense, enjoining the release of the requested information, the State 
may release the information on the date specified in the notice without any liability to the Vendor. 
 
Notwithstanding RSA 91-A:4, no information shall be available to the public, or to the members of the general 
court or its staff concerning specific responses to this bid invitation from the time this bid is published until the 
closing date for responses. 
 
From the closing date of the bid until the award is made is considered “quiet time.”  Bidders may not discuss 
their bid or anything specifically pertaining to the bid with any State entity (other than personnel from the 
Bureau of Purchase and Property) including the requesting/customer agency(ies).  If found in violation of this 
part, the bidder shall be found non-compliant and will no longer be allowed to proceed in the award process. 
 
ELIGIBLE PARTICIPANTS: 
Political sub-divisions (counties, cities, towns, school districts, special district or precinct, or any other governmental 
organization), or any nonprofit agency under the provisions of section 501c of the federal internal revenue code, 
are eligible to participate under this contract whenever said sub-division or nonprofit agency so desires. These 
entities are autonomous and may participate at their sole discretion. In doing so, they are entitled to the prices 
established under the contract. However, they are solely responsible for their association with the successful 
Vendor. The State of New Hampshire assumes no liability between the successful Vendor and any of these entities. 
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PARTICIPATING ADDENDUM: 
Each Participant will complete a participating addendum supplied by the State of NH-Bureau of Purchase and 
Property (State).  A copy of said addendum, after being executed by the Participant and the contracted vendor, 
will be maintained on file with the State.  
 

• A Participating Addendum shall be executed by the contractor and the individual Participant desiring to 
use the contract.  

• Additional Participants may be added with the consent of the contractor and the State through 
execution of Participating Addendums.  

• A Participating Addendum allows for each Participant to add terms and conditions that may be unique 
to their origin.  

• The Participant and the Contractor shall negotiate and agree upon any addition terms and conditions 
prior to the signing and execution of the Participating Addendum.  

 
CONTRACT PARTICIPANTS: 
Apart from the State, the Participants indicated in Attachment B have signified their intent to enter into a 
participating addendum. This Intent to participate is not binding.  
 
CONTRACT TERM: 
The term of the contract shall be from January 1, 2017 or the date of award, whichever is later, through December 
31, 2019, a period of approximately three (3) years, upon approval of the Commissioner of the Department of 
Administrative Services. 

 
TERMINATION: 
The State of New Hampshire shall have the right to terminate the purchase contract at any time by giving the 
successful Vendor a thirty (30) day written notice. 
 
VENDOR CERTIFICATIONS: 

 
All Vendors must be duly registered as a vendor authorized to conduct business in the State of New Hampshire. 
 
STATE OF NEW HAMPSHIRE VENDOR APPLICATION:  Prior to bid award, Vendors must have a completed 
Vendor Application Package on file with the NH Bureau of Purchase and Property.  See the following website 
for information on obtaining and filing the required forms (no fee: http://DAS.NH.Gov/Purchasing 

 
REQUEST FOR CHANGES AND/OR CLARIFICATION: 
Any Questions must be submitted by an individual authorized to commit their organization to the Terms and 
Conditions of this bid.  Submissions must clearly identify the bid Number, the Vendor’s name and address 
and the name of the person submitting the question.  Any questions, clarifications, and/or requested 
changes must be received in writing at the Bureau of Purchase and Property no later than 4:00 PM as listed 
in the timeline above.  Questions shall not be submitted to anyone other than the Purchasing Agent or 
his/her representative.  Bidders that submit questions verbally or in writing to any other State entity or State 
personnel shall be found in violation of this part and may be found non-compliant. 
 
Questions must be submitted by E-mail to Matt Johnson at the following address: Matthew.Johnson@NH.Gov   
 
ADDENDA: 
In the event it becomes necessary to add to or revise any part of this bid prior to the scheduled submittal date, 
the NH Bureau of Purchase and Property will post on our web site any Addenda.  Before your submission and 
periodically prior to the RFB closing, Vendors are required to check the site for any addenda or other materials 
that may have been issued affecting the bid.  The web site address is 
http://das.nh.gov/Purchasing/vendorresources.asp. 
 
WARRANTY REQUIREMENTS: 
Successful Vendor (s) shall be required to warranty all of the equipment awarded to Vendor for a period of not 
less than the manufacturer’s standard period of time, from the date the items are received, inspected and 
accepted by the State of New Hampshire. The warranty shall cover 100% of all parts, shipping, labor, travel, 
lodging and expenses. 
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BID PRICES: 
Bid prices must be in US dollars and must include delivery and all other costs required by this bid invitation.  
Special charges, surcharges (including credit card transaction fees), or fuel charges of any kind (by whatever 
name) may not be added on at any time. Any and all charges must be built into your bid price at the time of 
the bid. If there is a discrepancy between the unit price and the extension price in a response to an RFP, RFB or 
RFQ, the unit price shall be binding upon the bidder. 
 
BID RESULTS: 
Bid results may be viewed when available, once the award has been made, on our web site only at: 
http://das.nh.gov/purchasing.  
 
For Vendors wishing to attend the bid Opening:  Names of the Vendors submitting responses and pricing will be 
made public. 
 
ABILITY TO PROVIDE: 
Successful Vendor must be capable of providing each State of New Hampshire agencies and eligible participants 
with their entire requirements of the items required in this bid invitation and any resulting contract without any 
delay or substitution. 
 
ORDERING PROCEDURE: 
State agencies will place their orders by electronic order entry, by e-mail, by FAX, or they may establish a standard 
delivery order.  Eligible participants will utilize their own individually established ordering procedures.  
 
AUDITS AND ACCOUNTING: 
The successful Vendor shall allow representatives of the State of New Hampshire to have complete access to all 
records for the purpose of determining compliance with the terms and conditions of this bid invitation and in 
determining the award and for monitoring any resulting contract. 
 
At intervals during the contract term, and prior to the termination of the contract, the successful Vendor may be 
required to provide a complete and accurate accounting of all products and quantities ordered by each agency 
and institution and by political sub-divisions and authorized non-profit organizations. 
 
ESTIMATED CONTRACT VALUE: 
The estimated annual State usage is $800,000. The estimated participant annual usage is $100,000.  These amounts 
are given for informational purposes only and shall not be considered a guaranteed or minimum figure, nor shall it 
be considered a maximum figure. 

 
ESTIMATED USAGE: 
The quantities indicated in the offer section of this bid invitation are an estimate only for the State of New 
Hampshire's annual requirements. These quantities are indicated for informational purposes only and shall not be 
considered minimum or guaranteed quantities, nor shall they be considered maximum quantities. These quantities 
do not include any eligible participant usage. 
 
USAGE REPORTING: 
The successful Vendor shall be required to submit a quarterly and annual usage report for analysis to determine 
contract compliance to both State and Participant; this is required to be sent to both at a minimum, the report 
shall include: 
Quarterly Report: 

• Contract Number 
• Utilizing Agency and Eligible Participant 
• All Products Purchased (showing the manufacturer, item, part number, list price and the final cost after 

discount.) 
• Total Cost of all Items Purchased 

Annual Report: 
• Contract Number 
• Top 100 Items Ordered by Category. 
• Top 100 Most Expensive Items Ordered by Category. 

 
MANDATORY VENDOR REPORTS: 
A primary goal in the usage and administration of any contract resulting from this bid shall be accurate record 
keeping of all transactions in order to determine its actual value.  The reports are necessary to update the 
contents of the contract and to ensure that accurate and realistic information will be provided to all bidders in 

http://das.nh.gov/purchasing
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future contracts for this commodity.  Vendor shall furnish an electronic quarterly report within 30 days of the end 
of each quarter of all items purchased under the contract inclusive of purchases by the State and all 
Participants at no additional cost.   
 
VENDOR REPORT FORMAT: 
The format described herein shall be submitted electronically within 30 days of the end of each quarter after 
initial award of contract.  The report shall be submitted in EXCEL and sent as an attachment to 
Matthew.Johnson@NH.Gov or other designated representative of the State of New Hampshire and Participants. 
 
Each report must contain, at a minimum, the information shown below.  Additional information on report format 
will be provided to the Vendor after award. 
 
QUARTERLY REPORT FORMAT: 

 

Agency / 
Participant Category Item # Description UOM Qty. List $ Net $ Contracted 

Discount 

Non- 
Contracted 

Discount 

          

          

          
 

 
DELIVERY TIME: 
The successful Vendor will be required to accomplish delivery of any item ordered under the contract within 
twenty-four (24) hours from the placement of the order.  
 
The requirement for fill rate/on-time delivery minimum is: 95%.   
 
The use of a private carrier to make delivery does not relieve the successful Vendor from the responsibility of 
meeting the delivery requirement. 
 
BACK ORDERS: 
Vendor will be required to notify agencies within twenty-four (24) hours if items on order are unavailable item 
in the stated time frame and must provide an anticipated delivery date.  Exceptions may be made for 
special orders and backorders.  Vendor must inform the agency of the availability date of non-filled and 
partial orders within 48 hours after receipt of an order. 
 
SUBSTITUTIONS: 
Substitutions without prior approval are not allowed. If an ordered item is out of stock, the vendor must notify the 
purchasing entity for prior approval before substituting for the out of stock item. Explain your methodology for 
items that are discontinued or out of stock. This must include your substitution policy.  
 
Explain how you will notify customers about out of stock items and how you will provide information about how 
the substituted product compares with the product that is out of stock.  

 
RETURNED GOODS: 
The successful Vendor must resolve all order and invoice discrepancies within five (5) business days from 
notification. Products returned due to quality issues, duplicate shipments, over-shipments, etc. must be picked 
up by the successful Vendor within ten (10) business days of notification with no restocking or freight charges, 
and must be replaced with specified products or the agency will be refunded/credited for the full purchase 
price. Unauthorized substitutions for any products are not allowed. 
 
Standard stock products ordered in error by the State of New Hampshire must be returned for full credit within 
fifteen (15) business days of receipt. Products must be in re-saleable condition (original container, unused) and 
there will be no restocking fee charged for these products. The using agency will be responsible for any freight 
charges to return these items to the successful Vendor. 
 
CREDIT MEMOS: 
Vendor shall issue credit memos to using Agencies/Participants within 7 business days from receipt of returned 
item. 

 

mailto:Matthew.Johnson@NH.Gov
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ESTABLISHMENT OF ACCOUNTS: 
Each State of New Hampshire agency must have its own individual customer account number. There will be 
instances where sub-sections of an agency will need their own individual customer account number. Should any 
State of New Hampshire agency place an order under the contract, the successful Vendor agrees to establish an 
account within three business days from the date the order is placed. However, there must be no delay in any 
shipment; the agency must receive the items ordered in accordance with the delivery time required under the 
“Delivery Time” section of this bid invitation, as if an account already exists for them. 
 
INTERNET ORDERING: 
Successful vendor shall provide Internet Catalogs for all Agencies/Participants as described below.  

• Internet Catalogs available  
• Provide a URL link.  

 
Vendors shall designate all environmental preferable products (EPP) in their on-line catalogs.  

 
WEB CATALOG CAPABILITIES: 
Vendors must have, at a minimum, the website catalog capabilities listed below.  
• Capability to accept on-line orders from any State of New Hampshire agency or other eligible user 
• Multiple search options from narrow options to specific search criteria;  
• Display contract pricing;  
• Order status and order tracking capabilities;  
• Order history;  
• Allow users to develop personal lists and profiles, and a secure means for storing procurement card 

information;  
• Online help to use site should be available at minimum during normal work hours.  
• Technical data, illustrations, Safety Data Sheets (SDS), parts availability, and access to web-based product 

sourcing are all required;  
• Ability to block items or categories based on State/Participant requirement.  
• Ability to accept “P-Card” payments.  

 
CATALOGS: 
The Vendor must provide paper and/or computer media catalogs to all Agencies/Participants upon request for 
the duration of any contract resulting from this bid.  

 
NON-COMMITMENT: 
This Request for Bid shall not commit the State to award a contract. 
 
INVOICING: 
Invoicing shall be done to the Agency Remit Account on the basis of each order completed, or other mutually 
agreed upon timeframe between the Vendor and agency (example: monthly invoice).  Invoices shall clearly 
indicate the quantity, description, packaging, date delivered, and contract price. Invoicing for eligible 
participants will be in accordance with their individual requirements.   

 
PAYMENT: 
Payments shall be made via P-Card only (P-Card = Visa Credit Card).   
 
CONTRACT AWARD: 
If a contract is awarded, the award will be made to the Vendor(s) whose bid meets all of the requirements of 
this RFB and who offers the lowest pricing per schedule, there are two schedules listed A – Supplies and B - 
Paper.   
 
The State reserves the right to reject or accept all or any part of any bid, to determine what constitutes a 
conforming bid and to waive irregularities that it considers immaterial to the bid. 

 
Successful Vendor(s) will not be allowed to require any other type of order, nor will the successful Vendor(s) be 
allowed to require the filling out or signing of any other document by State of New Hampshire personnel. 
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VENDOR’S BALANCE OF PRODUCT LINE ITEMS: 
The items in each category include the items most commonly purchased by State of New Hampshire agencies 
and eligible participants, and will be used for award purposes.   During the term of contract, the state may 
purchase other items in relation to consumable office supplies from the successful Vendor(s) Balance of Product 
Line.  All items ordered will include all shipping/charges as specified above in “Bid Prices”. 
 
SPECIFICATION COMPLIANCE: 
Vendor's offer must meet or exceed the required specifications as written. The State of New Hampshire shall be 
the sole determining factor of what meets or exceeds the required specifications. 
 
Unless otherwise specified by the Bureau of Purchase and Property in this bid invitation document, all 
equipment/items offered by the Vendor must be new (and of the current model year, if applicable); shall not 
be used, rebuilt, refurbished; shall not have been used as demonstration equipment, and shall not have been 
placed anywhere for evaluation purposes. 

 
TOLL FREE NUMBER: 

    A toll free telephone number must be provided for agencies to request assistance with ordering.    
 

TRAINING: 
Vendor shall provide all training as necessary, at no additional pricing, for all aspects of ordering, online 
ordering, product delivery, product returns, and customer service processes.  

 
MINIMUM ORDERS: 
There will be no minimum order whether in item quantity or dollar value associated with any contract resulting from 
this bid. 
 
OFFER SECTION: 
Vendor hereby offers to furnish to State of New Hampshire agencies and institutions and to any political sub-division 
and authorized non-profit organization wishing to participate, in accordance with all of the requirements of this bid 
invitation at the following prices for the entire contract term and any extension.   
 
The offer section of this bid has been attached in a separate Excel document. Inside of the attachment there are 
two (2) separate schedule tabs, award schedules and informational schedules.  
 
The award schedules will be used to determine the award(s) to the successful Vendor(s) providing the lowest total 
net price.  
  
Informational Schedules A & B are not being used for award purposes; however, they are required to be 
completed to be considered compliant for both Award Schedules A &B.  If a Vendor decides not to bid on one 
particular award schedule and they wish to bid on the opposite schedule, they must complete the section for 
balance of product line (Informational Schedule A) that corresponds to that Award Schedule 
 
The Vendor is required to offer a volume discount based on the established tier structure for one or both award 
schedules. If an award is made to one Vendor for both schedules, volume for both Award Schedules will be 
combined during the life of the contract. 

 
Any Vendor that attempts to edit or remove content from any part of Attachment A will automatically be deemed 
as non-compliant. 
 
AWARD SCHEDULE A – SUPPLIES 
The successful Vendor hereby offers to provide the State/Participants with fixed prices on all items listed on this 
schedule for three (3) years. 
 
AWARD SCHEDULE B – COPY PAPER (SMALL QUANTITIES) 
The successful Vendor hereby offers to provide the State/Participants with fixed prices on all items listed on this 
schedule for one (1) year. After the first year, the successful Vendor shall be allowed to request price adjustments 
every six (6) months, with any adjusted pricing taking effect on March 1st and/or September 1st.  Any requests for 
price increases must be received by the Bureau of Purchase and Property in writing at least 20 calendar days prior 
to dates listed above and must include a separate letter from the mill or manufacturer which supports the 
requested increase. 
 
The semi-annual increase for any item may not exceed 3% and in no case may it exceed the documented 



Last Updated: 6/6/2016 LMR 
 

12 

percentage of increase levied on the contractor by the mill.  Requests for price increases may only be based on 
increased mill prices and not on fuel costs, regulatory charges or any other type of surcharge or administrative 
cost. 
 
The State shall reserve the right to reject any increase greater than 3% of the bid price, and to rebid any part, or 
the entire contract, if deemed to be in its best interest. 
 
Successful Vendor (s) shall also pass through any price decreases semi-annually with any adjusted pricing taking 
effect June 1st and December 1st. The State reserves the right to audit pricing at any time throughout the term of 
the contract to ensure any price decreases were passed through. 

 
INFORMATIONAL SCHEDULE A – BALANCE OF PRODUCT LINE 
The successful Vendor (s) hereby agrees to provide the State/Participants with discounts off of the Essendant 
catalog price (according to category) for the duration of the contract term and any extension thereof.  

The successful Vendor (s) of either or both awards (supplies or paper), will be awarded exclusive rights to the 
Balance of Product Line categories. The State will be required to make all of their Balance of Product Line 
purchases from the successful Vendor(s). This section must be completed to be considered compliant. 

 
INFORMATIONAL SCHEDULE B – VOLUME DISCOUNTS BASED ON STATE/PARTICIPANT USAGE 
In addition to the standard category based discounts, the Vendor (s) agrees to offer a further discount on 
each item purchased according to the tier structure in Attachment A. This section must be completed to be 
considered compliant. 

 
CATEGORIES 
 

CATEGORY CATEGORY DESCRIPTION 

1 ADHESIVES, GLUES, GLUE STICKS, ADHESIVE REMOVERS 

2 
APPOINTMENT BOOKS, PHONE MESSAGE BOOKS, STATEMENT BOOKS, 

FAX MESSAGE BOOKS, WHILE YOU WERE OUT BOOKS, FORMS, 
DICTIONARIES, THESAURUS, DIARIES, TICKETS, REFERENCE SETS, ETC. 

3 ARCHIVE BOXES, CARDBOARD BOXES, STORAGE CONTAINERS 

4 AWARD FRAMES, DISPLAYS, PLAQUES, CERTIFICATES 

5 

BINDER CLIPS, PAPER CLIPS, PANEL CLIPS, PUSHPINS, THUMBTACKS, 
SAFETY PINS, RUBBER BANDS, SCISSORS, SHEARS, CUTTERS, TRIMMERS, 
HOLE PUNCHES, BINDERS, COMBS, RINGS & SPLINE, KNIVES, CUTTERS, 

BLADES, SCRAPERS, BADGES, & HOLDERS/LANYARDS 

6 BULLETIN BOARDS, CORK BOARDS, EASELS, EASEL PADS, POSTER 
BOARDS, WHITE BOARDS (ALL UNDER $250) 

7 CALENDARS, DESK PADS, REFILLS, PLANNERS 

8 ALL CALCULATORS (UNDER $250), CALCULATOR INK, CALCULATOR 
SPOOLS, ADDING MACHINE TAPE, CASH REGISTER TAPE 

9 

ACCESSORIES: CD AND DVD CASES, CD AND DVD STORAGE, VHS 
TAPES, CD MAILERS, RIBBONS, TYPEWRITERS, COMPUTER BAGS AND 

CASES, CAMERA FILM, PHOTO PAPER, CAMERA BAGS, CAMERA CASES, 
MOUSE PADS, WRIST RESTS, KEYBOARD 

10 CHAIR MATS (UNDER $250) 
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11 CLOCKS, HOOKS, LAMPS 

12 CORRECTION FLUID, CORRECTION TAPE, CORRECTION PENS 

13 DUSTERS, COMPUTER DUST-OFF, ALL WIPES, LYSOL, CLOROX, HAND 
SOAPS, WINDEX, AIR FRESHENER, DUST PANS 

14 ERASERS, DRY ERASE ERASERS, CHALK, CRAYONS 

15 INK PADS, REFILLS, STAMPS 

16 LABELS, LABEL MAKERS, LABEL HOLDERS 

17 PACKAGING, ENVELOPES, FINGERTIPS, LETTER OPENERS, MOISTENER 

18 NOTEBOOKS, NOTEPADS, PADS OF PAPER, POST IT NOTES, ART PAPER, 
CONSTRUCTION PAPER, CREPE PAPER 

19 
OFFICE/DESK ORGANIZERS, INBOXES, COPYHOLDERS, PEN AND PENCIL 

HOLDERS, WASTEBASKETS, DRAWERS, DESKTOP SHELVES, EXTENSION 
CORDS, HEADSETS, HEADSET ACCESSORIES 

20 PAPER, SMALL QUANTITIES (1 TO 10 CASES) (30% POST CONSUMER) 

20B PAPER, SMALL QUANTITIES (1-10 CASES) (ALL) 

21 PENS, PEN REFILLS, PENCILS, PENCIL ERASERS, LEAD REFILLS, PENCIL 
SHARPENERS, MARKERS, HIGHLIGHTERS 

22 PROTRACTORS, RULERS, YARDSTICKS, COMPASSES, ENGINEER 
TRIANGLES 

23 

REPORT COVERS, FILES, FILE FOLDERS, POCKET FILES, PORTFOLIOS, 
JACKETS, INSERTS, FOLDER FRAMES, DIVIDERS, WALLET FILES, FILE 

GUIDES, INDEX CARDS, CARD HOLDERS, FILE INDEXES, TABS, LEDGERS, 
TAB REINFORCEMENT, TAGS, SHEET PROTECTORS, LETTERS, NUMBERS, 

FASTENERS, FASTENER BASES, CLIPBOARDS, FLAG TAPE 

24 SIGN HOLDER, FLYER HOLDERS, RACKS, LITERATURE DISPLAYS, NO SIGNS 
OR NAME PLATES 

25 STAPLERS, STAPLES, STAPLE REMOVERS 

26 TAPE, TAPE DISPENSERS, EMBOSSING TAPE, VELCRO PRODUCTS 

27 TRANSPARENCY FILM, TRANSPARENCY PAPER, LAMINATORS (UNDER 
$250), LAMINATING SUPPLIES, LAMINATING POUCHES 

28 UN-CATEGORIZED SPEND 

 



Last Updated: 6/6/2016 LMR 
 

14 

EXCLUDED ITEMS 
The successful Vendor(s) will be prohibited from selling any of the excluded items or individual items over $250 to all 
State agencies. These restrictions do not apply to the Participants. 

 

EXCLUDED ITEMS FOR STATE OF NH AS FOLLOWS (OR ANY INDIVIDUAL ITEM OVER $250) 

 
BATTERIES CHARGERS, UPS POWER SUPPLY, SURGE PROTECTORS OVER $250 

CUPS, SPOONS, FORKS, PLATES, BOWLS 
DIGITAL VOICE RECORDERS AND CAMERAS, BINDING SYSTEMS (SUPPLIES ARE ALLOWED) 

FIRST AID, HAND LOTIONS, PAIN RELIEF, GLOVES, SAFETY SUPPLIES 
MAILING TUBES, MAILING TUBS, DIGITAL SCALES 

ALL PRINTERS, COPIERS, FAX MACHINE & SUPPLIES 
COMPUTER RELATED ITEMS LIKE MOUSE, KEYBOARDS, MONITORS, DRIVES, USB DRIVES, 

FLASH MEMORY, ZIP DISKS, DVD, CD, AND MEDIA 
GARBAGE CAN LINERS, SHREDDER BAGS, SURGE PROTECTORS 

BUSINESS CARDS, CUSTOM SIGNS, SIGNS, NAME PLATES AND CUSTOM STAMPS, CUSTOM 
ENVELOPES AND IMPRINTING OF ANY SORT 

STORAGE CABINETS, FILING CABINETS, FILE STORAGE SYSTEMS, RAILS 
SHREDDERS, LAMINATORS, VARIOUS COMPUTER/OFFICE MACHINES, STAPLERS OR DESK 

ACCESSORIES OVER $250 
ALL TONERS AND INK CARTRIDGES, FUSERS, KITS, DRUMS OF ANY KIND  

ALL FURNITURE, BOOK CASES, BOOK ENDS, BOOK SHELVES (RACKS AND HANGERS 
UNDER $100 OK) 

BREAK ROOM/APPLIANCES/JANITORIAL/CLEANING SUPPLIES/ TISSUE, PAPER TOWELS, 
NAPKINS 

AIR CLEANERS 
AUDIO VISUAL EQUIPMENT (SUPPLIES OK) 

CARTS AND HAND TRUCKS 
CASH HANDLING EQUIPMENT (SUPPLIES ARE ALLOWED) 
TELEPHONES OVER $250 AND ALL TELEPHONE SYSTEMS 

TIME CLOCKS OVER $250 
 

VENDOR CONTACT INFORMATION: 
The following information is for this office to be able to contact a person knowledgeable of your bid response, 
and who can answer questions regarding it: 
 
____________________________________ _______________________ __________________________ 
 Contact Person   Local Telephone Number Toll Free Telephone Number 
 
_________________________   ________________________ ___________________________________ 
 Fax Number    E-mail Address   Company Website 
 
__________________________________________  ______________________________ 
 Vendor Company Name     DUNS # 
 
___________________________________________________________________________ 
 Vendor Address 

 
ATTACHMENTS: 
The following attachments are an integral part of this bid invitation:   
 
Attachment A (Offer Section, External Excel Attachment) 
Attachment B (Sample Participating Addendum Form, See Page 16) 
Attachment C (List of Participants Intending to Participate, See Page 17)  
 
Note:  To be considered, bid must be signed and notarized on front cover sheet in the space provided. 
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ATTACHMENT B: 
 
 

SAMPLE PARTICIPATING ADDENDUM 
PARTICIPATING ADDENDUM 

FOR OFFICE SUPPLIES 
BETWEEN 

 
 _______________AND ________________  

                                                  
 
This Participating Addendum will add ____________________ as an Eligible Participant to purchase from State 
Contract # ___________, with __________. 
 
1. Scope:  This addendum covers Office Supplies for ____________________.  
 
2. Changes:  (To address any participant Specific Changes). 
 
3. Primary Contact:  The primary contact for this participating addendum is as follows: 

Contact:   
Entity:   

  Address:   
  City, State, Zip:   
  Phone:   
  Fax:  
  Email:   
 

4. Contract Number:  The contract number for the Participant is _______________.   
 
This participating addendum and the State Contract # _________, (administered by the State of New Hampshire) 
together with its exhibits, set forth the entire agreement between the parties with respect to the subject matter of all 
previous communications, representations or agreements, whether oral or written, with respect to the subject matter 
hereof.  Terms and conditions inconsistent with, contrary or in addition to the terms and conditions of this Addendum 
and State Contract # ________, together with its exhibits, shall not be added to or incorporated into this Addendum or 
State Contract # ________ and its exhibits, by any subsequent purchase order or otherwise, and any such attempts to add 
or incorporate such terms and conditions are hereby rejected.  The terms and conditions of this Addendum and State 
Contract # ________and its exhibits shall prevail and govern in the case of any such inconsistent or additional terms. 
 
IN WITNESS WHEREOF, the parties have executed this Addendum as of the date of execution by both parties below. 

 
Town of: ___________________                         Contractor:   XXXXXXXX 

 
By: __________________________   By:__________________________ 

 
Name:________________________   Name:________________________ 

 
Title:  ________________________   Title:_________________________ 

 
Date:_________________________   Date:_________________________ 
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Attachment C: 
 
 

PARTICIPANTS INDICATING INTENT TO PARTICIPATE 
 
 
1. Auburn, Town of 
2. Concord, City of 
3. Dover, City of 
4. Goffstown, City of 
5. Holderness, City of 
6. Keene, City of 
7. Laconia, City of 
8. Lebanon Housing Authority 
9. Nashua Boys and Girls Club 
10. Nashua, City of 
11. Newmarket Housing Authorities 
12. Portsmouth, City of 
13. Rochester Housing Authority 
14. Seabrook, Town of 
15. Somersworth Housing Authority 
16. Southern NH Planning Commission 
17. Berlin Housing Authority 
18. Strafford Meals on Wheels 
19. Gorham, Town of 
20. Newmarket, Town of 
21. St. Andre Besette 
22. Berlin, City of 
23. Gorham Police Department 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 


	BID INVITATION FOR CONTRACT: OFFICE SUPPLIES, CONSUMABLE
	GENERAL CONDITIONS AND INSTRUCTIONS:
	MANDATORY VENDOR REPORTS:
	VENDOR REPORT FORMAT:
	QUARTERLY REPORT FORMAT:
	BACK ORDERS:

	NON-COMMITMENT:
	This Request for Bid shall not commit the State to award a contract.

	Name:________________________   Name:________________________


AWARD SCHEDULES

										* All Offer Instructions are Found on Pages 11-12 of the Bid Document



				AWARD SCHEDULE A - SUPPLIES 



				CATEGORY				ITEM #		ITEM DESCRIPTION		UNIT OF MEASURE		EST. TOTAL CONSUMPTION		PRICE/ UNIT		3 YEAR TOTAL FIXED PRICE 

				MSG BOOK		2		TOP4003		BOOK,PHONE REC,NCR,400ST		EACH		600		$0.00		$0.00



				BINDER CLIPS, REGULAR CLIPS, PANEL CLIPS, PUSHPINS, THUMBTACKS, SAFETY PINS, RUBBER BANDS, SCISSORS, SHEARS, CUTTERS, TRIMMERS, HOLE PUNCHES, BINDER, COMBS, RINGS & SPINE, KNIVES,   CUTTERS, BLADES, SCRAPERS, BADGES, & HOLDERS/LANYARDS		5		UNV00133		RUBBERBANDS,SIZE 33.1LB		1LB PACK		435		$0.00		$0.00



						5		UNV10199		CLIP, BINDER, 15MM,DZ		DOZEN		525		$0.00		$0.00



						5		UNV10200		CLIP,BINDER,SMALL		DOZEN		4600		$0.00		$0.00



						5		AVE05726		BINDER,VIEW, 1.5" WHITE		EACH		500		$0.00		$0.00



						5		AVE05711		BINDER,VIEW, 1" WHITE		EACH		600		$0.00		$0.00



						5		UNV20741		BNDR,VIEW,D-RNG,1IN,BK		EACH		500		$0.00		$0.00



						5		FSK1968701001		BLADE,F/12"PPT,2/PK,MET		2/PACK		500		$0.00		$0.00



						5		UNV10210		CLIP,BINDER,MEDIUM		DOZEN		2850		$0.00		$0.00



						5		UNV10220		CLIP,BINDER,LARGE		DOZEN		650		$0.00		$0.00



						5		SAM18957		BINDER,RECYCLED,INSERT,1.5",WHITE		EACH		475		$0.00		$0.00



						5		AVE68060		BNDR,FRMD VIEW,1.5",WE		EACH		800		$0.00		$0.00



						5		ALL24335		RUBBER BAND,STER,#33,1LB		1LB BOX		445		$0.00		$0.00



						5		ACM40618		SHEARS,STRAIGHT,8"RGT/LFT		EACH		550		$0.00		$0.00



						5		ACC72050		CLIP,BND #50		DOZEN		450		$0.00		$0.00



						5		ACC72020		CLIP,BND #20		DOZEN		625		$0.00		$0.00



						5		UNV72220		PAPER CLIPS,JUMBO,100/BX		100/ BOX, 10 BOXES/PACK		425		$0.00		$0.00



				CALENDARS, DESK PADS, REFILLS, PLANNERS		7		HOD28302		PLANNER,WK/MO,8-1/2X11,JAN-DEC,TAB,BK		EACH		835		$0.00		$0.00



						7		HOD26202		PLANNER,MO,8-1/2X11,DEC-JAN,BK		EACH		545		$0.00		$0.00



						7		HOD124		CALENDAR,DESK PAD,MO,22X17,JAN-DEC,B&W		EACH		850		$0.00		$0.00



						7		AAGPM328		CALENDAR,WALL,MO,15-1/2X22-3/4,JAN-DEC,BE/RD		EACH		865		$0.00		$0.00



						7		AAGPM1228		CALENDAR,WALL,YR,24X36,JAN-DEC,VERT,BE/RD		EACH		800		$0.00		$0.00



						7		AAGG20000		PLANNER,WK,4-7/8X8,JAN-DEC,BK		EACH		800		$0.00		$0.00



				CALC INK		8		DPSR1427		INKROLL,RD/BK,		EACH		650		$0.00		$0.00



				CHAIR MATS		10		ESR120123		CHAIRMAT,45X53,LIP,VALU,(CM13233)		EACH		725		$0.00		$0.00



				CORRECTION FLUID, CORRECTION TAPE, CORRECTION PENS		12		TOM68762		TAPE,CORR,MONO,4/PK		4/PACK		950		$0.00		$0.00



						12		PAP662415		TAPE,DRYLNE CRCTN 2PK,WE		2/PACK		1200		$0.00		$0.00



						12		BICWOTAP10		TAPE,CORRECTION,10PK,WE		10/BOX		575		$0.00		$0.00



						12		BICWOC12WE		FLUID,CORRECTION,20ML,WE		EACH		550		$0.00		$0.00



				ERASERS, DRY ERASE ERASERS, CHALK, CRAYONS		14		SAN81505		ERASER,DRY ERASE SURFACES		EACH		625		$0.00		$0.00



						14		CYO501402		CHALK,ANTI-DUST,12/BX,WHT		12 STICKS/BOX		475		$0.00		$0.00



				LABELS, LABEL MAKERS, LABEL HOLDERS		16		DYM30252		LABELS ADDRESS 1 1 8" X 3 12		350 LABELS/ ROLL, 2 ROLLS/ PACK		1015		$0.00		$0.00



						16		AVE5260		LABEL,ADD,W/P,2-5/8X1,750		750/PACK		475		$0.00		$0.00



						16		AVE5160		LABEL,ADDRS,2-5/8X1,3M		3000/BOX		1150		$0.00		$0.00



				PACKAGING, ENVELOPES, FINGERTIPS, LETTER OPENERS, MOISTENER		17		QUA46065		MOISTENER,ENVLPE GLUE,GN		50 ML		900		$0.00		$0.00



						17		QUA37863		ENVELOPE,CLSP,6.5X9.5,KFT		100/BOX		450		$0.00		$0.00



						17		UNV31803		LETTER OPENER,CONCEALED BLADE, 2 1/2",3/PK		3/PACK		550		$0.00		$0.00



						17		UNV35210		ENVELOPE,#10,WE,WOVE,24		500/BOX		515		$0.00		$0.00



						17		UNV35265		ENVELOPE,CLSP,9.5X12.5,BN		100/BOX		475		$0.00		$0.00



				NOTEBOOKS, NOTEPADS, PADS OF PAPER, POST IT NOTES, ART PAPER, CONSTRUCTION PAPER, CREPE PAPER		18		UNV28062		NOTE,1.5X2 RCYC,12/PK,YW		12 100-SHEET PADS/ PACK		550		$0.00		$0.00



						18		UNV35614		PAD,SCRATCH,4X6,12/PK		12 100-SHEET PADS/ PACK		600		$0.00		$0.00



						18		UNV35662		NOTE,STICK-IT,1.5X2YW1CPD		12 100-SHEET PADS/ PACK		1200		$0.00		$0.00



						18		UNV35668		NOTE,STICK-IT,3X3,YW,12PD		12 100-SHEET PADS/ PACK		1300		$0.00		$0.00



						18		UNV35672		NOTE,STICK-IT,3X5,YW1C/PD,12PD/PK		12 100-SHEET PADS/ PACK		550		$0.00		$0.00



						18		UNV35688		NOTE,SELFSTIK,3X3,18PK YW		18 100-SHEET PADS/ PACK		540		$0.00		$0.00



						18		TOP74688		BOOK,STENO,GREGG,80SH,WE		EACH		1650		$0.00		$0.00



						18		TOP63795		BOOK,COMP,WR,100SH/BK		EACH		600		$0.00		$0.00



						18		TOP25774		BOOK,STENO,80SH,WHT,RECY		EACH		1100		$0.00		$0.00



						18		TOP20320		PAD,LGL RULED,PRF,LTR,WHT		DOZEN		510		$0.00		$0.00



						18		RED36746		BOOK,STENO,GREGG,80 SH,GN		EACH		1250		$0.00		$0.00



						18		MEA09910		BOOK,COMP,9.75X7.5,100 WR		EACH		475		$0.00		$0.00



						18		ESS25774		BOOK,STENO,80SH,WHT,RECY		EACH		850		$0.00		$0.00



						18		UNV76620		BOOK,STENO,GREGG,GN,60 SH		EACH		1000		$0.00		$0.00



						18		UNV86920		BOOK,STENO,GREGG,GN,80SH		EACH		1300		$0.00		$0.00



						18		UNV96920		BOOK,STENO,GREGG,WE,80 SH		EACH		10700		$0.00		$0.00



				PENS, PEN REFILLS, PENCILS, PENCIL ERASERS, LEAD REFILLS, PENCIL SHARPENERS, MARKERS, HIGHLIGHTERS		21		UNV08861		HIGHLIGHTER,DESK,YW		DOZEN		500		$0.00		$0.00



						21		SAN62152		PEN,JETSTREAM RT FINE,BK		EACH		445		$0.00		$0.00



						21		SAN30001		MARKER,SHARPIE,BK		DOZEN		475		$0.00		$0.00



						21		BICGSMG11BK		PEN,BLPT,ROUNDSTCK,MED,BK		DOZEN		1000		$0.00		$0.00



						21		BICGSM11BK		PEN,ROUND STIC,MED,BK		DOZEN		4000		$0.00		$0.00



						21		BICGSM11BE		PEN,ROUND STIC,MED,BE		DOZEN		2700		$0.00		$0.00



						21		BICGSFG11BK		PEN,BPT,RNDSTC,GRP,FN,BK		DOZEN		650		$0.00		$0.00



						21		BICGSF11BK		PEN,ROUND STIC,FINE,BK		DOZEN		1300		$0.00		$0.00



						21		BICGSF11BE		PEN,ROUND STIC,FINE,BE		DOZEN		575		$0.00		$0.00



						21		BICCSM11BK		PEN,CLIC STIC,RET,MED,BK		DOZEN		735		$0.00		$0.00



						21		BICCSM11BE		PEN,CLIC,STIC,RET,MED,BE		DOZEN		750		$0.00		$0.00



						21		AVE24000		HIGHLIGHTER,FLUORESCENT		DOZEN		475		$0.00		$0.00



						21		UNV55400		PENCIL,HB #2, YELLOW BARREL,DOZEN		DOZEN		1100		$0.00		$0.00



				REPORT COVERS, FILES, FILE FOLDERS, POCKET FILES, PORTFOLIOS, JACKETS, INSERTS, FOLDER FRAMES, DIVIDERS, WALLET FILES, FILE GUIDES, INDEX CARDS, CARD HOLDERS, FILE INDEXES, TABS, LEDGERS, TAB REINFORCEMENT, TAGS, SHEET PROTECTORS, LETTERS, NUMBERS, FASTENERS, FASTENER BASES, CLIPBOARDS, FLAG TAPE		23		UNV12112		FOLDER,MLA,1/2 CT,LTR,100		100/BOX		700		$0.00		$0.00



						23		UNV12113		FOLDER,MLA,1/3 CT,LTR,100BX		100/BOX		1700		$0.00		$0.00



						23		UNV40304		CLIPBOARD,STD CLP,LETTER		EACH		1400		$0.00		$0.00



						23		UNV42215		TABS,HANG FOLDER 1/5 CLEAR		25/PACK		445		$0.00		$0.00



						23		WLJ54310		INDEX,RG/BK,5CLR,11X8.5		5/SET		1800		$0.00		$0.00



						23		WLJ54309		INDEX,RG/BK,5CR,11X8.5		5/SET		735		$0.00		$0.00



						23		SMD10334		FOLDER,MLA,1/3 CUT,LTR		100/BOX		475		$0.00		$0.00



						23		PFX75213		FOLDER,MLA,LTR,1/3 CUT		100/BOX		550		$0.00		$0.00



						23		OXF55774		TWISTEDTWIN PKT, 50CT		EACH		675		$0.00		$0.00



						23		ESS75213		FOLDER,MLA,LTR,1/3 CUT		100/BOX		500		$0.00		$0.00



						23		CRD61518		INDEX, BNDR,LTR,15CLRD/ST		15/SET		725		$0.00		$0.00



						23		AVE11110		INDEX,RG BK,5TABAVECI213-5C		5/SET		550		$0.00		$0.00



						23		ACC25076		COVER,REP,20PT,11X8.5,DGN		EACH		2200		$0.00		$0.00



				STAPLERS, STAPLES, STAPLE REMOVERS		25		UNV00700		STAPLE REMOVER		EACH		700		$0.00		$0.00



						25		UNV43118		STAPLER,ECON,FULL		EACH		525		$0.00		$0.00



						25		UNV79000		STAPLE,SHARP PT,5M/BX		5000/BOX		3900		$0.00		$0.00



						25		SWI35108		STAPLE,STD SZ 5M/BX		5000/BOX		1425		$0.00		$0.00



				TAPE, TAPE DISPENSERS, EMBOSSING TAPE, VELCRO PRODUCTS		26		UNV15001		DISPENSER,TAPE,1"CORE,BK		EACH		550		$0.00		$0.00



						26		UNV51301		TAPE,MASKNG,1"X60YD,.94,3/PK		3/PACK		500		$0.00		$0.00



						26		UNV83412		TAPE,INVISIBLE,12/PK,CR		12/PACK		900		$0.00		$0.00



						26		UNV83436		TAPE,WRITE ON,3/4X36YD		EACH		2400		$0.00		$0.00



						26		MMMH127		DISPENSER,TAPE,3/4IN		EACH		1450		$0.00		$0.00



						26		MMM810K16		TAPE,3/4 X 1000 16 PK,CR		16/PACK		725		$0.00		$0.00



						26		MMM36506		TAPE,MAIL/STORAGE 6PK,CR		6 ROLLS/ PACK		750		$0.00		$0.00



						26		DUC07364		TAPE, W/DISPENSER,CR		EACH		1150		$0.00		$0.00



														3 YEAR FIXED NET TOTAL:				$0.00







				AWARD SCHEDULE B - PAPER (SMALL QUANTITES, <10 CASES/ ORDER)



				CATEGORY				ITEM #		ITEM DESCRIPTION		UNIT		EST. TOTAL CONSUMPTION		PRICE/ UNIT		3 YEAR TOTAL FIXED PRICE 

				PAPER, SMALL QUANTITIES (1 TO 10 CASES) (30% POST CONSUMER)		20		HEW112100		PAPER,OFFICE 20# RECY,WE		CASE		1350		$0.00		$0.00



						20		HAM86700		PAPER,GREAT WE,LTR,20#RCY		CASE		1900		$0.00		$0.00



						20		CASMP2201PK		PAPER,XERO/DUP,20#,LTR,PK		CASE		2200		$0.00		$0.00



						20		CASMP2201GN		PAPER,XERO/DUP,20#,LTR,GN		CASE		1150		$0.00		$0.00



						20		CASMP2201CY		PPR,8.5X11,20LB,CANARY,500/RM		CASE		2000		$0.00		$0.00



						20		CASMP2201BE		PAPER,XERO/DUP,20#,LTR,BE		CASE		1800		$0.00		$0.00



						20		CAS054901		PAPER,ASPEN 30,LTR,20#WHT		CASE		5700		$0.00		$0.00



														1 YEAR FIXED NET TOTAL:				$0.00







INFORMATIONAL SCHEDULES

						* All Offer Instructions are Found on Pages 11-12 of the Bid Document



				INFORMATIONAL SCHEDULE A - BALANCE OF PRODUCT LINE



				CATEGORY 		CATEGORY DESCRIPTION		DISCOUNT 

				1		ADHESIVES, GLUES, GLUE STICKS, ADHESIVE REMOVERS		%

				2		APPOINTMENT BOOKS, PHONE MESSAGE BOOKS, STATEMENT BOOKS, FAX MESSAGE BOOKS, WHILE YOU WERE OUT BOOKS, FORMS, DICTIONARIES, THESAURUS, DIARIES, TICKETS, REFERENCE SETS, ETC.		%

				3		ARCHIVE BOXES, CARDBOARD BOXES, STORAGE CONTAINERS		%

				4		AWARD FRAMES, DISPLAYS, PLAQUES, CERTIFICATES		%

				5		BINDER CLIPS, PAPER CLIPS, PANEL CLIPS, PUSHPINS, THUMBTACKS, SAFETY PINS, RUBBER BANDS, SCISSORS, SHEARS, CUTTERS, TRIMMERS, HOLE PUNCHES, BINDERS, COMBS, RINGS & SPLINE, KNIVES, CUTTERS, BLADES, SCRAPERS, BADGES, & HOLDERS/LANYARDS		%

				6		BULLETIN BOARDS, CORK BOARDS, EASELS, EASEL PADS, POSTER BOARDS, WHITE BOARDS (ALL UNDER $250)		%

				7		CALENDARS, DESK PADS, REFILLS, PLANNERS		%

				8		ALL CALCULATORS (UNDER $250), CALCULATOR INK, CALCULATOR SPOOLS, ADDING MACHINE TAPE, CASH REGISTER TAPE		%

				9		ACCESSORIES: CD AND DVD CASES, CD AND DVD STORAGE, VHS TAPES, CD MAILERS, RIBBONS, TYPEWRITERS, COMPUTER BAGS AND CASES, CAMERA FILM, PHOTO PAPER, CAMERA BAGS, CAMERA CASES, MOUSE PADS, WRIST RESTS, KEYBOARD		%

				10		CHAIR MATS (UNDER $250)		%

				11		CLOCKS, HOOKS, LAMPS		%

				12		CORRECTION FLUID, CORRECTION TAPE, CORRECTION PENS		%

				13		DUSTERS, COMPUTER DUST-OFF, ALL WIPES, LYSOL, CLOROX, HAND SOAPS, WINDEX, AIR FRESHENER, DUST PANS		%

				14		ERASERS, DRY ERASE ERASERS, CHALK, CRAYONS		%

				15		INK PADS, REFILLS, STAMPS		%

				16		LABELS, LABEL MAKERS, LABEL HOLDERS		%

				17		PACKAGING, ENVELOPES, FINGERTIPS, LETTER OPENERS, MOISTENER		%

				18		NOTEBOOKS, NOTEPADS, PADS OF PAPER, POST IT NOTES, ART PAPER, CONSTRUCTION PAPER, CREPE PAPER		%

				19		OFFICE/DESK ORGANIZERS, INBOXES, COPYHOLDERS, PEN AND PENCIL HOLDERS, WASTEBASKETS, DRAWERS, DESKTOP SHELVES, EXTENSION CORDS, HEADSETS, HEADSET ACCESSORIES		%

				20		PAPER, SMALL QUANTITIES (1 TO 10 CASES) (30% POST CONSUMER)		%

				20B		PAPER, SMALL QUANTITIES (1-10 CASES) (ALL)		%

				21		PENS, PEN REFILLS, PENCILS, PENCIL ERASERS, LEAD REFILLS, PENCIL SHARPENERS, MARKERS, HIGHLIGHTERS		%

				22		PROTRACTORS, RULERS, YARDSTICKS, COMPASSES, ENGINEER TRIANGLES		%

				23		REPORT COVERS, FILES, FILE FOLDERS, POCKET FILES, PORTFOLIOS, JACKETS, INSERTS, FOLDER FRAMES, DIVIDERS, WALLET FILES, FILE GUIDES, INDEX CARDS, CARD HOLDERS, FILE INDEXES, TABS, LEDGERS, TAB REINFORCEMENT, TAGS, SHEET PROTECTORS, LETTERS, NUMBERS, FASTENERS, FASTENER BASES, CLIPBOARDS, FLAG TAPE		%

				24		SIGN HOLDER, FLYER HOLDERS, RACKS, LITERATURE DISPLAYS, NO SIGNS OR NAME PLATES		%

				25		STAPLERS, STAPLES, STAPLE REMOVERS		%

				26		TAPE, TAPE DISPENSERS, EMBOSSING TAPE, VELCRO PRODUCTS		%

				27		TRANSPARENCY FILM, TRANSPARENCY PAPER, LAMINATORS (UNDER $250), LAMINATING SUPPLIES, LAMINATING POUCHES		%

				28		UN-CATEGORIZED SPEND		%





				INFORMATIONAL SCHEDULE B - VOLUME DISCOUNTS BASED ON STATE/PARTICIPANT USAGE				DISCOUNT



				TIER 1		$0 to $500K		%

				TIER 2		$500K to $1M		%

				 TIER 3 		$1M to $1.5M		%

				 TIER 4 		 $1.5M to $2.0M		%

				 TIER 5 		$2.0M to $2.5M		%

				  TIER 6  		$2.5M to $3.0M 		%

				TIER 7		$3.5M+		%





















