
Episcopal Children’s Services

Invitation to Bid #ECS-01 –0317
Episcopal Children’s Services (ECS), a not-for-profit child services organization serving Northeast Florida, is seeking to purchase Office Supplies. ECS requests a bid for commodities and services based on the specifications listed in the Request for Bid in order to identify qualified vendors. The quote for commodities and services will include the following information: 

· Company name and address

· Company telephone and fax number 

· Company contact, telephone number, and e-mail address 

· Company website address

· Federal I.D. #  

· A detailed price invoice itemizing learning materials and services listed in the Request for Bid  

· The bid should be signed and dated by an authorized representative of the vendor on company letterhead 

Bids must be delivered to ECS to arrive no later than 4:00 PM April 14, 2017.  Any response received after this time will not be opened and will not be considered. A bidder that submits a bid by mail should allow sufficient mail handling time to ensure timely delivery of the bid to the ECS office located at:

Attn: Teresa Matheny
Episcopal Children’s Services

8443 Baymeadows Rd.
Suite 1

Jacksonville, FL  32256

Any questions concerning the bid should be submitted by email to tmatheny@ecs4kids.org by March 24, 2017.  Responses to all questions will be addressed at http://www.ecs4kids.org/news by close of business on March 30, 2017.  Any addendums or changes to this request for bid will also be posted to this site.  All questions submitted shall be published and answered in this manner.   Respondents shall not contact any other employee of the ECS for information with respect to this solicitation. Each Respondent is responsible for monitoring the ECS site for new or changing information. ECS shall not be bound by any verbal information or by any written information that is not contained within the solicitation documents or formally noticed and issued by ECS’s contracting personnel. Questions to ECS personnel shall not constitute formal protest of the specifications or of the solicitation, a process addressed in below.
Upon receipt of the bids, the ECS review team will review and select a vendor/contractor based on the best value offered including product costs, costs savings, and any other value adding enhancements above and beyond specifications in the Request for Bid. A final selection of the winning bid is expected to be made by April 28, 2017 and all parties will be notified by e-mail at that time. Timelines are subject to change at the discretion of ECS. 

This is a request for bids for a supplier of office supplies. The awarding of the bid to any bidder(s) is based on the list of commonly used supplies as well as the criteria found in the scoring sheet below.  The total price of all the supplies found in Attachment A will be used to determine overall price competitiveness.   Any mention of brand is used only as a descriptor and another brand may be substituted if it provides substantially the same attributes.  The winning bidder will become ECS’s primary source of office supplies but ECS reserves the right to order supplies from other vendors as is in the best interest of ECS. A bidder must be a reputable vendor specializing in office supplies and materials
Background

Founded in 1966, Episcopal Children’s Services (ECS) began as one child care center in the Springfield area of Jacksonville. Since then, ECS has grown to impacting over 34,000 children annually. ECS works with the ELC of North Florida in a six-county area to provide comprehensive Child Care Resource and Referral, School Readiness, Inclusion, Voluntary Pre-Kindergarten, and Provider Payment services.  Additionally, ECS serves Head Start and Early Head Start families throughout the region, operates private child care programs and works with the Jacksonville Children’s Commission in the CoachJax! program.  
Procedure

Award will be made to a selected qualified bidder, based on their ability to provide the services and commodities as specified in the Request for Bid, any value adding enhancements above and beyond specifications in the Request for Bid, their experience, and the quality of any previous services and commodities provided as determined from the bids.

ECS reserves the right to reject any or all bids, to waive any informality of bids, and to accept in whole or in part each bid as may be deemed in the best interest of ECS.

ECS encourages minority businesses to bid on these services.  

Grievance Procedures 

Bidders will have the opportunity to appeal any final decision.  Grievances are limited to violations of federal laws or regulations, or failure of the ECS to follow our own procurement policies.  ECS grievance policy including the name and address of a contact person and the deadline for filing grievance will be made available to all prospective contractors upon request.

Technical Specifications

Services

The vendor:

· Will provide at no cost to ECS an online, automated product ordering platform that allows for multiple users to order items while maintaining ample controls including multiple approvers of all purchases.

All items purchased under this agreement:

· Will be delivered to destinations in Duval, Clay, Nassau, Baker, Bradford, Putnam, Alachua, Levy, Gilchrist, Dixie, Marion, Citrus, Lake and St. Johns counties in Florida with no shipping fees charged to either ECS or the delivery destination.

Potential vendors may include descriptions, cover letters etc. that will clarify their proposal and any additional services that they will provide and that should be considered.

Items- Prices given in Attachment A should be inclusive of discounts that the vendor is offering to ECS and should be for the quantity of the item stated.  If no quantity is stated, the price should be given for one item.
See Attachment A:
Terms and Conditions:
All responses are subject to the terms of this solicitation. ECS objects to and shall not consider any additional terms or conditions submitted by a Respondent, including any appearing in documents attached as part of a Respondent’s response. In submitting its response, a Respondent agrees that any additional terms or conditions, whether submitted intentionally or inadvertently, shall have no force or effect. Failure to comply with terms and conditions, including those specifying information that must be submitted with a response, shall be grounds for rejecting a response. 

Liquidated Damages/Financial Consequences

(a) If the Contractor fails to deliver the supplies or perform the services within the time specified in this solicitation, ECS may charge the Contractor and the Contractor shall, in place of actual damages, pay to the Government liquidated damages of $50 per calendar day of delay.  Prior to requiring liquidated damages, ECS and the Contractor will develop a corrective action plan.  
(b) The Contractor will not be charged with liquidated damages when the delay in delivery or performance is beyond the control and without the fault or negligence of the Contractor. 

Payment Audit

Records of costs will be available upon request

Payments

Payment will be made after written ECS acceptance of goods and services. Payments to contractor will be made in a timely manner in accordance with the agreement based on funding availability/annual appropriation.
Lobbying

The Contractor agrees that no federal funds received in connection with this contract may be used by the Contractor to influence legislation or appropriations pending before the Congress or any State legislature.  If this Agreement provides for or contemplates the use of federal funding in excess of $100,000, the Provider must, prior to contract execution, complete the Certification Regarding Lobbying form.  If a Disclosure of Lobbying Activities Form, Standard Form-LLL is required; it may be obtained from the ECS’s Chief of Programs and Administration. 

Confidentiality
The Contractor agrees to comply with s. 501.171, F.S. related to the security of confidential personal information and understands that the Contractor for this purpose will be considered a third party agent as referenced in this statutory section.

The Contractor shall notify ECS in writing of any Security Incident or Breach of Security of which it becomes aware by its employees, subcontractors, agents or representatives. Notwithstanding requirements of s. 501.171(3), F.S., the Contractor’s notification shall be made in writing to the ECS within 24 hours after the Contractor learns of the security incident or breach.  The Contractor’s notification shall identify: (i) the nature of the unauthorized use or disclosure, (ii) the confidential information used or disclosed, (iii) who made the unauthorized use or received the unauthorized disclosure, (iv) what the Contractor has done or shall do to mitigate any deleterious effect of the unauthorized use or disclosure, and (v) what corrective action the Contractor has taken or shall take to prevent future similar unauthorized use or disclosure. The Contractor shall provide such other information, including a full written report, as reasonably requested by the Coalition. 

If ECS, at its sole discretion, determines that the Contractor has failed to comply with any confidentiality provision of this agreement, or determines that prompt and satisfactory corrective action has not occurred, ECS has the unilateral right to suspend the agreement until it is satisfied that corrective action has been taken or may terminate the agreement. If this agreement is terminated, the Contractor must immediately surrender to the ECS all confidential information and copies thereof obtained under the Contract and any other information relevant to the Contract.

Public Records
The contractor agrees to meet all the public records law requirements specified under the section of this agreement on Public Records Law Compliance.  All ECS records classified as public records must be open and available for inspection by any person unless otherwise specified by law. It is the responsibility of the contractor to maintain records in a location that is accessible to the public.

IF THE CONTRACTOR HAS QUESTIONS REGARDING THE APPLICATION OF CHAPTER 119, FLORIDA STATUTES, TO THE CONTRACTOR’S DUTY TO PROVIDE PUBLIC RECORDS RELATING TO THIS CONTRACT, CONTACT THE CUSTODIAN OF PUBLIC RECORDS AT:


Office of Early Learning


250 Marriott Drive


Tallahassee, Florida 32399


(850)717-8550


PublicRecordsCustodian@oel.myflorida.com
Florida Abuse Hotline Reporting
The Contractor will comply with Chapter 30 of the Florida Statutes (F.S) mandates that nay person who knows, or has reasonable cause to suspect, that a child is abused, neglected, or abandoned by a parent, legal custodian, caregiver, or other person responsible for the child’s welfare shall immediately report such knowledge or suspicion to the Florida Abuse Hotline of the Department of Children and Families.
Conflict of Interest

This solicitation is subject to chapter 112 of the Florida Statutes. Respondents shall disclose with their response the name of any officer, director, employee or other agent who is also an employee of the State. Respondents shall also disclose the name of any State employee who owns, directly or indirectly, an interest of five percent (5%) or more in the Respondent or its affiliates.

       Convicted Vendors

A person or affiliate placed on the convicted vendor list following a conviction for a public entity crime is prohibited from doing any of the following for a period of 36 months from the date of being placed on the convicted vendor list: 

· submitting a bid on a contract to provide any goods or services to a public entity;

· submitting a bid on a contract with a public entity for the construction or repair of a public building or public work; 

· submitting bids on leases of real property to a public entity; 

· being awarded or performing work as a Contractor, supplier, subcontractor, or consultant under a contract with any public entity; and 

· transacting business with any public entity in excess of the Category Two threshold amount ($25,000) provided in section 287.017 of the Florida Statutes.

Discriminatory Vendors

An entity or affiliate placed on the discriminatory vendor list pursuant to section 287.134 of the Florida Statutes may not:

· submit a bid on a contract to provide any goods or services to a public entity; 

· submit a bid on a contract with a public entity for the construction or repair of a public building or public work; 

· submit bids on leases of real property to a public entity; 

· be awarded or perform work as a contractor, supplier, sub-contractor, or consultant under a contract with any public entity; or transact business with any public entity. 

Respondent’s Representation and Authorization

In submitting a response, each Respondent understands, represents, and acknowledges the following (if the Respondent cannot so certify to any of following, the Respondent shall submit with its response a written explanation of why it cannot do so).

· The Respondent is not currently under suspension or debarment by the State or any other governmental authority.

· The submission is made in good faith and not pursuant to any agreement or discussion with, or inducement from, any firm or person to submit a complementary or other noncompetitive response.  

· The prices and amounts have been arrived at independently and without consultation, communication, or agreement with any other Respondent or potential Respondent; neither the prices nor amounts, actual or approximate, have been disclosed to any Respondent or potential Respondent, and they will not be disclosed before the solicitation opening.  

· The Respondent has fully informed ECS in writing of all convictions of the firm, its affiliates (as defined in section 287.133(1)(a) of the Florida Statutes), and all directors, officers, and employees of the firm and its affiliates for violation of state or federal antitrust laws with respect to a public contract for violation of any state or federal law involving fraud, bribery, collusion, conspiracy or material misrepresentation with respect to a public contract. This includes disclosure of the names of current employees who were convicted of contract crimes while in the employ of another company. 

· Neither the Respondent nor any person associated with it in the capacity of owner, partner, director, officer, principal, investigator, project director, manager, auditor, or position involving the administration of federal funds: 

· Has within the preceding three years been convicted of or had a civil judgment rendered against them or is presently indicted for or otherwise criminally or civilly charged for: commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a federal, state, or local government transaction or public contract; violation of federal or state antitrust statutes; or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen property; or 

· Has within a three-year period preceding this certification had one or more federal, state, or local government contracts terminated for cause or default.

· The product offered by the Respondent will conform to the specifications without exception.

· The Respondent has read and understands the Contract terms and conditions, and the submission is made in conformance with those terms and conditions.

· The Respondent shall indemnify, defend, and hold harmless the ECS and its employees against any cost, damage, or expense which may be incurred or be caused by any error in the Respondent’s preparation of its bid.

All information provided by, and representations made by, the Respondent are material and important and will be relied upon by the ECS in awarding the Contract. Any misstatement shall be treated as fraudulent concealment from the ECS of the true facts relating to submission of the bid. 

Manufacturer’s Name and Approved Equivalents

Unless otherwise specified, any manufacturers’ names, trade names, brand names, information or catalog numbers listed in a specification are descriptive, not restrictive. With the ECS’s prior approval, the Contractor may provide any product that meets or exceeds the applicable specifications. The Contractor shall demonstrate comparability, including appropriate catalog materials, literature, specifications, test data. The ECS shall determine in its sole discretion whether a product is acceptable as an equivalent.

Performance Qualifications

The ECS reserves the right to investigate or inspect at any time whether the product, qualifications, or facilities offered by Respondent meet the Contract requirements. Respondent shall at all times during the Contract term remain responsive and responsible. In determining Respondent’s responsibility as a vendor, the agency shall consider all information or evidence which is gathered or comes to the attention of the agency which demonstrates the Respondent’s capability to fully satisfy the requirements of the solicitation and the contract.

Respondent must be prepared, if requested by the ECS, to present evidence of experience, ability, and financial standing, as well as a statement as to plant, machinery, and capacity of the Respondent for the production, distribution, and servicing of the product bid. If the ECS determines that the conditions of the solicitation documents are not complied with, or that the product proposed to be furnished does not meet the specified requirements, or that the qualifications, financial standing, or facilities are not satisfactory, or that performance is untimely, the ECS may reject the response or terminate the Contract. Respondent may be disqualified from receiving awards if Respondent, or anyone in Respondent’s employment, has previously failed to perform satisfactorily in connection with public bidding or contracts. This paragraph shall not mean or imply that it is obligatory upon the ECS to make an investigation either before or after award of the Contract, but should the ECS elect to do so, Respondent is not relieved from fulfilling all Contract requirements.

Reviewer Criteria

The applicant’s submission will be scored by three reviewers per the following criteria. 

SCORING CRITERIA AND PROCEDURE

Section A: FATAL CRITERIA of the rating sheet list the mandatory requirements of this Request for Bids. Failure to comply with all mandatory requirements will render a proposal non-responsive and ineligible for further evaluation.

Section B - D: NON-FATAL CRITERIA contains evaluation criteria and indicators to assess the degree to which the Applicant meets the criteria. The criteria have weighted values relative to their importance. Applicant's responses to each criterion will be individually assessed and awarded a point value as follows:

Exceptional (3 points): Exceeds minimum requirements; demonstrates superior understanding of the project, exhibits clarity in presentation, and organizational and programmatic capability. Includes creativity and innovative ideas and strategies to accomplish goals and objectives.

Adequate (2 points): Meets minimum requirements; demonstrates understanding of the project, presents organizational and programmatic information in a manner that can be comprehended.

Poor (1 point): Falls below minimum requirements; demonstrates insufficient understanding of the project, organizational and programmatic capability is not clearly presented.

Omitted (0 points): Not included in response as required and Applicant fails to provide an adequate justification for the omission.

The total points awarded for each item in Section B will equal the assigned

weighted value times the point value. Each section contains information regarding the total maximum score possible for that section and the minimum score required for that section. 

The scores of each reviewer for each proposal will be averaged to assign one score to each response. Upon conclusion of the rating process, the reviewers will submit their recommendation, based on the highest ranked proposal, to the Chief of Programs and Administration and the contract will be awarded to the successful Applicant.

Scoring
Section A: Fatal Criteria (If any are not met, the response cannot be considered further)

Was proposal received by the time and date specified in the Request for Proposal?

Did the proposal include a bid that is signed and dated by an authorized representative of the vendor on company letterhead?

Did the proposal include the following? 

Company name and address_________

Company telephone and fax number_______ 

Company contact, telephone number, and e-mail address_______

Company website address_______

Federal I.D. #  _______

Did the proposal include a detailed price list itemizing supplies?  ________
The vendor does not appear on the Federal Disbarred Vendors List found at http://www.dol.gov/ofccp/regs/compliance/preaward/debarlst.htm. _______

IF ALL RESPONSES ARE "YES", CONTINUE TO NEXT SECTION

IF ONE OR MORE RESPONSES ARE "NO", THE RESPONSE IS DISQUALIFIED. NO FURTHER EVAULATION IS TO BE DONE.

Section B: Non-Fatal Criteria
	Criterion to Be Evaluated: Price Listing (Including Discount)

Lowest Overall Price   < 5% higher          >5% higher          Unable to determine

                             Than Lowest         than lowest            total basket price

Exceptional
 __Adequate__         Poor__        Omitted__
	Score         _____
              

	Certified Minority Business?

Exceptional
 __ Adequate __Poor __ Omitted__
	Score         _____

              

	Criterion to Be Evaluated:  Other Services

Does the vendor offer additional services not requested in this proposal but that ECS will find beneficial such as same day delivery or quantity discounts?
Exceptional
 __ Adequate __Poor __ Omitted__
	Score         _____

              

	Criterion to Be Evaluated: Shipping Costs

Free Always                  Free with                     Not Free        Not Addressed
                                       Exceptions 

Exceptional
 __   Adequate __      Poor __    Omitted__

	Score         _____

              

	Criterion to Be Evaluated: Payment Terms

Payment due in 31 – 60 days = 3

Payment due in 30 days = 2

Payment terms include a payment discount = 1

Payment is due in less than 30 days = 0
	Score         _____

              

	Criterion to be Evaluated:  Online Ordering System

Exceeds needs described significantly = 3

Meets needs described = 2

Meets some needs described = 1

Does not have online ordering system = 0
	Score         _____

              

	Criterion to Be Evaluated: Product Availability

0 - 1% of total products are not available = 3

2 - 3% of total products are not available = 2

4 - 6% of total products are not available = 1

Over 6% of total products are not available = 0
	Score         _____

              

	Criterion to Be Evaluated: Product Return Policy

Exceptional
 __ Adequate __Poor __ Omitted__
	Score         _____
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