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(Contract Reference Number 75-04) PD Reference Only
Business Unit (BU): 77601

[bookmark: _Toc11755401][bookmark: _Toc11755738][bookmark: _Toc11755838][bookmark: _Toc235008431]SCOPE
This solicitation is a rebid of Event ID #0000034618 which was cancelled. The State of California, Department of General Services, Procurement Division (DGS-PD) is issuing this Invitation for Bid (IFB) to solicit bids from qualified firms to establish a Statewide Contract that provides Envelopes to the Department of General Services, Office of State Publishing (OSP). The contract resulting from this solicitation will be mandatory for use by OSP only.  

The term of any contract resulting from this solicitation will be for two (2) years. The contract will contain three (3) extension options for one (1) year or portion thereof. If a mutual agreement for a contract extension cannot be met, the contract will expire at the end of the current contract term.
[bookmark: _Toc11755402][bookmark: _Toc11755739][bookmark: _Toc11755839]
[bookmark: _Toc235008432]CURRENT CONTRACT 
The historical value based on expenditures from the current mandatory statewide contract, number 1-21-75-04, for Envelopes, Recycled Paper is $14,694,548.00 over five (5) years.

[bookmark: _Toc235008433]METHOD OF AWARD
Award will be made on an "All or None" basis to the responsive and responsible Bidder with the lowest cost, including all applicable preference and incentive calculations.

[bookmark: _Toc235008434]DRAFTS
[bookmark: _Hlk159925265]If the State determines that bids from all Bidders contain material deviations, the State may declare the bids to be draft bids. If bids are declared drafts, the State will issue an addendum to the solicitation document and confidential discussions may be held with the Bidders who wish to continue in the bidding process. Notifying the Bidder of defects is intended to minimize the risk that the final bids will be deemed non-compliant; however, the State will not provide any warranty that all defects in the draft bids have been detected. Notification of defects in the draft bid will not preclude rejection of the final bid, if undiscovered defects contained in the declared draft bid are later found in the final bid. Oral statements made by either party during confidential discussions shall not be binding.

[bookmark: _Toc235008435]NEGOTIATIONS
The State may elect to enter into negotiations pursuant to Public Contract Code §6611 if conditions exist. Should the State elect to negotiate, the process shall be described in writing and provided to the parties involved prior to commencement of negotiations. 

[bookmark: _Toc235008436]ALTERNATIVE PROTEST PROCESS
This solicitation/acquisition is being conducted under the provisions of the Alternative Protest Process (Public Contract Code Section 12125, et seq.) By submitting a bid or proposal to this solicitation, the bidder consents to participation in the Alternative Protest Process and agrees that all protests of the proposed award shall be resolved by binding arbitration pursuant to the California Code of Regulations, Title 1, Division 2, Chapter 5.

A Notice of Intent to Award for this solicitation will be publicly posted in the Procurement Division website and sent via email to any bidder who submits a written request for notice and provided a valid email address.
During the protest period, any participating bidder may protest the proposed award on the following grounds:
  
1. For major information technology acquisitions – that there was a violation of the solicitation procedure(s) and that the protesting bidder’s bid should have been selected; or
2. For any other acquisition – that the protesting bidder’s bid or proposal should have been selected in accordance with the selection criteria in the solicitation document.

A written Notice of Intent to Protest the proposed award of this solicitation must be received (email/fax acceptable) by the Coordinator before the close of business 5 p.m. PST/PDT on the 2nd working day after issuing the notice of intent, as specified in the solicitation. Failure to submit a timely, written Notice of Intent to Protest waives bidder’s right to protest.

Bidder is to send the notice of protest to:

Alternative Protest Process Coordinator/Support Services Unit
Department of General Services
Procurement Division
Statewide Procurement Oversight, Consulting and Support Services Section
707 Third Street, 2nd Floor South
West Sacramento, CA  95605
Fax: 916 / 376-6226
Email: PDProtest@dgs.ca.gov

Within seven (7) working days after the last day to submit a Notice of Intent to Protest, the Coordinator must receive from the protesting bidder the complete protest filing, including the signed, written detailed statement of protest, including exhibits, filing fee and deposit or small business certification as applicable. Untimely submission of the complete protest filing waives the bidder’s right to protest.  

Protest bond requirement: bond amount for this Alternative Protest Process shall be 10 percent of the estimated contract value as specified in the solicitation. See California Code of Regulations, Title 1, Section 1418.

[bookmark: _Toc11755403][bookmark: _Toc11755740][bookmark: _Toc11755840][bookmark: _Toc235008437]RESPONSIVE BID
A bid is considered responsive if it indicates compliance without material deviation from the requirements of the solicitation and the terms and conditions of the proposed contract.

[bookmark: _Toc11755454][bookmark: _Toc11755791][bookmark: _Toc11755891][bookmark: _Toc235008438]RESPONSIBLE BIDDER 
DGS-PD may require Bidders to submit evidence of their qualifications. This includes, but is not limited to, personnel in the numbers and with the skills required, equipment of appropriate type and sufficient quantity, financial resources sufficient to complete performance under the contract, and experience in similar endeavors. If such information is required, the Bidder will be notified to submit the required information. If the State determines the Bidder is not responsible, the bid will be rejected.  

[bookmark: _Toc235008439]BIDDER INSTRUCTIONS
The Bidder Instructions include the Bidder’s and the State’s rights and responsibilities for the bidding process, unless otherwise specified in this solicitation. Bidder Instructions are located at the following link: Bidder Instructions (rev 11/09/2011).

[bookmark: _Toc235008440]DESIGNATION OF REQUIREMENTS
The State has established certain requirements with respect to bids to be submitted by prospective Contractors. The use of “must,” “shall” or “will” (except to indicate simple futurity) in the IFB indicates a requirement or condition that is mandatory. A deviation, if not material, may be waived by the State. A deviation from a requirement is material if the deficient response is not in substantial accord with the IFB requirements, provides an advantage to one Bidder over other Bidders, or has a potentially significant effect on the delivery, quantity or quality of items bid, amount paid to the Contractor, or on the cost to the State. Material deviations cannot be waived.
 
The words “should” or “may” in the IFB indicate desirable attributes or conditions but are non-mandatory in nature. Deviation from, or omission of, such a desirable feature will not in itself cause rejection of the bid.

[bookmark: _Toc235008441]ADDENDA
In the event that the solicitation is revised by an addendum, Bidder is required to meet all requirements of the most current addendum, including using any updated forms. 

The IFB document is not required to be submitted with the bid. This language supersedes DGS PD-451, Bidder Instructions (rev 11/09/2011) Section 3.b., Solicitation Addendum (Addenda).

[bookmark: _Toc11755404][bookmark: _Toc11755741][bookmark: _Toc11755841][bookmark: _Toc235008442]PROCUREMENT OFFICIAL
The Procurement Official contact information for this IFB is listed below:

Willie Orphe III
Procurement Division
Department of General Services
707 Third Street, 2nd Floor
West Sacramento, CA  95605
Telephone: (279) 946-8393  
E-mail: willie.orphe@dgs.ca.gov
Bid Submittal E-mail: CMU@dgs.ca.gov   

The Procurement Official shall be the single point of contact. All inquiries and questions must be directed to only this person. Oral communications are discouraged and shall not be binding to the State. Bidders should only rely on written statements issued by the Procurement Official.

Bid submittals shall be sent to the Bid Submittal E-mail address identified above.

[bookmark: _Toc189649150][bookmark: _Toc197006692]

[bookmark: _Toc235008443]BIDDERS’ CONFERENCE
A Bidders’ Conference will be held, during which suppliers will be afforded the opportunity to meet with State personnel and discuss the content of the IFB and the procurement process. Suppliers are encouraged to attend the Bidders’ Conference.
Suppliers are encouraged to submit questions to the Procurement Official prior to the Bidders’ Conference so that the State can address them during the conference. The State may accept oral questions during the conference and will make a reasonable attempt to provide answers prior to the conclusion of the conference. Oral answers will not be binding. Following the conference, the State will publish a Question and Answer set addressing all submitted questions, both written and oral.

Suppliers may attend by using the Microsoft Teams access information below:

Microsoft Teams Meeting Link: Join the meeting now
Call in: +1 916-245-8850,,316971769#
Conference ID: 219 908 862 691 733 

The Bidders’ Conference will begin at 10:00 AM PT on 7/17/2026. Participants are encouraged to call in on time to be admitted. 

[bookmark: _Toc235008444]BIDDER QUESTIONS
This IFB addresses all requirements that Bidders must meet to be eligible for consideration. Bidders must carefully read the entire IFB, ask questions in a timely manner, and make sure all procedures and requirements of the IFB are accurately followed and addressed.

[bookmark: _Hlk66976358]If a Bidder discovers any ambiguity, conflict, discrepancy, omission, or other errors in the IFB, the Bidder shall immediately notify the Procurement Official of such error, in writing, and request clarification or modification of the document.  

All questions, comments, and concerns should be immediately directed to the Procurement Official, in writing, no later than four (4) working days prior to bid due date. All questions and/or concerns shall be directed to willie.orphe@dgs.ca.gov. Working days are defined as Monday through Friday, excluding holidays.

[bookmark: _Toc11755405][bookmark: _Toc11755742][bookmark: _Toc11755842][bookmark: _Toc235008445]CLARIFYING INFORMATION
[bookmark: _Hlk88219517]During the evaluation and selection process the State may ask the Bidder to clarify their submitted response if the bid contains conflicting information regarding a requirement for which compliance cannot be determined. Clarification will not be requested if the Bidder has been deemed non-compliant to other requirements.  

The State may, at its sole option, correct obvious clerical or arithmetic errors. If necessary, the extended price on the pricing worksheet will be recomputed accordingly if obviously misstated. If a unit price is omitted from a line item that must be bid to be considered for an award, it will be interpreted to mean that the item will be provided by the Bidder at no cost. 

Except for clerical errors, the State will not ask clarifying questions for bids where the response to the requirement is non-compliant as this would result in a change to the bid. 
[bookmark: _Toc11755414][bookmark: _Toc11755751][bookmark: _Toc11755851][bookmark: _Toc235008446]AGREEMENT COVER LETTER AND CONTRACT PROVISIONS
All Bidders must complete the Agreement Cover Letter and include it with the bid. The Agreement Cover Letter (which shall be considered an integral part of the bid) shall be signed by an individual who is authorized to bind the bidding firm contractually. An unsigned Agreement Cover Letter shall cause the bid to be rejected.

By signing the Agreement Cover Letter and submitting a bid, Bidder agrees to:

· Comply with the requirements of the solicitation and resulting contract
· [bookmark: _Hlk191381674]Accept the terms and conditions of the Non-IT General Provisions (rev 02/20/2025) without addition or modification.
· Comply with all applicable statutes, rules, regulations, and orders of the United States and the State of California.

[bookmark: _Toc235008447]SPECIFICATIONS 
[bookmark: _Hlk212816988]All products offered must meet or exceed Attachment 2 – Technical Specifications, entitled State of California Technical Specification Number 7504-TS-0245547, dated 7/3/2026 and Attachment 2A – Envelope Diagrams 150006 – 150300, dated 7/9/2026. 

OSP shall provide print-ready files for all envelopes in this section. Electronic proof approval by OSP representatives will be required prior to printing.

[bookmark: _Toc11755415][bookmark: _Toc11755752][bookmark: _Toc11755852][bookmark: _Toc235008448]SAMPLE
A. MOCKUP SAMPLES
The Bidder may be required to provide three (3) mockup sample envelopes from any requested line item, at no cost to the State, within five (5) working days after request from the State. If the samples evaluated are not within specification, Bidder will be given one opportunity to resubmit compliant samples. Resubmittal of samples shall be within five (5) working days after notification that original samples were not compliant. Failure to submit requested samples will result in the bid being considered non-responsive. Mockup samples will be used to verify dimensions, construction, materials, flap type and profile, seams, tint, print color and location, and other diagram-related attributes. 

B. PRE-PRODUCTION PRODUCT PERFORMANCE TEST
For machinability of the envelopes, Bidder may be required, at no cost to the State, to provide a test run of up to 1,000 envelopes for any or all of the following line items for machinability testing:

	CLIN
	MCC
	Description

	101
	150006
	#10 window envelope, white, blue inside tint, side seam construction, sub 24, Class 1, rounded top flap, 30% PCRC

	125
	150062
	Booklet window envelope, white, blue inside tint, side seam construction, sub 28, Class 2, black print on face, 30% PCRC

	134
	150075
	Booklet window envelope, white, blue inside tint, side seam construction, sub 28, Class 2, 30% PCRC


	143
	150210
	JVR - 28 lb. 6 x 9.5 Booklet Envelope, pointed flap, side seam construction. Window and Printing, Permit 2023, 1st Class Prsrt, Inside Tint; "Green" Label - JvR Envelopes, sub 28, Class 2, 30% PCRC


	144
	150211
	1095B - 28 lb. 6 x 9.5 Booklet Envelope, round flap, side seam construction. Window and Printing, Permit 1341 1st Class Prsrt - Important Tax Information, Inside Tint; "Red" Label - 1095B Envelopes, sub 28, Class 2, 30% PCRC

	146
	150300
	6 x 9.5 window envelope, white with pink outside flood coat, side seam construction, sub 28, Class 1, tapered seal flap not to exceed 1-11/16" maximum depth, tapered throat measuring 11/16" at center, Diagram #150300 (print "CORRESPONDENCE") black print on face and back, 30% PCRC

	124
	150061
	Booklet window envelope, white, blue inside tint, side seam construction, sub 28, Class 2, black print on face "Return Service Requested" only, sub 28, Class 2, 30% PCRC





Bidder must provide the samples within 10 working days after the State’s request. Performance tests will consist of running samples in quantity of no less than 1,000 letter/1000 booklet envelopes on well-maintained equipment (Mass Mail Inserter) for three (3) passes. If the State does not receive the full 1000 envelopes requested, the State will request the remaining quantity.  Envelope counts will be verified against the shipment packing slip. Upon the second request, if the State does not receive the full quantity of envelopes, the test will be considered a failure, and the bid will be deemed non-responsive and rejected. Any run of 1,000 envelopes that results in a jam rate greater than 5 percent (more than 50 jams) will be considered a failure. If a failure occurs, the bid will be deemed non‑responsive and rejected. Bidders that previously provided test samples for IFB Event ID 0000034618 may be required to resubmit test samples for any envelopes that failed testing, or for any envelope for which the minimum required quantity was not submitted. This requirement ensures that Bidders who have already submitted items for testing as part of the earlier solicitation only resubmit line items for this rebid that previously failed or were missing altogether.

If requested, Bidders must provide all requested samples or testing envelopes by the specified due date. The packing slip for the shipment must be postmarked on or before the stated due date. Failure to provide envelopes by the requested due date will result in the bid being considered non-responsive. 

[bookmark: _Toc11755406][bookmark: _Toc11755743][bookmark: _Toc11755843]

[bookmark: _Toc235008449]ENVIRONMENTALLY PREFERABLE PURCHASING (EPP)
DGS-PD is responsible for the implementation of Environmentally Preferable Purchasing (EPP) as mandated by PCC Sections 12400-12404.  By signing the Agreement Cover Letter, the Bidder is certifying that the products offered under this solicitation are in compliance with the Federal Trade Commission’s Guidelines for the Use of Environmental Marketing Terms, per PCC Section 12404. 

[bookmark: _Toc11755468][bookmark: _Toc11755805][bookmark: _Toc11755905][bookmark: _Toc235008450]ECOLABELS CERTIFICATION FORM
Bidders must submit a completed Attachment 4 - Ecolabels Certification Form with the bid response for all contract line items. Each product proposed must be listed in the respective certification online database by the bid due date. The brand name and manufacturer’s part number provided on Attachment 4 shall match the web link product results for each line item.  The claimed ecolabel should be listed on each individual product certification. Bidder must provide one or more of the following certifications, for each product proposed:

· Forest Stewardship Council (FSC)
· Sustainable Forestry Initiative (SFI)

Awarded contract will be monitored throughout the life of the contract to ensure the ecolabel certification status is maintained. Product substitutions must meet the listed requirements by the time the substitution is submitted for consideration.

[bookmark: _Toc235008451]POST-CONSUMER RECYCLED CONTENT CERTIFICATION
State departments are required to report purchases made within 16 product categories in the California Department of Resources Recycling and Recovery’s (CalRecycle) State Agency Buy Recycled Campaign (SABRC) in accordance with PCC Sections 12200-12217.  

In order to comply with those requirements, Bidders are required to certify in writing the minimum percentage, if not the exact percentage, of post-consumer recycled content (PCRC) material in each of the products offered as part of this solicitation. 

The PCRC Certification Workbook contains the following documents:

· PCRC Percentages Worksheet – Bidder shall complete the PCRC Percentages Worksheet for each product offered.
· Letter of Certification – Bidder shall sign the Letter of Certification certifying that the minimum percentage, if not exact percentage, listed in the PCRC Percentages Worksheet is accurate. The Letter of Certification shall be furnished under penalty of perjury. The Letter of Certification shall be provided regardless of content, even if the products do not contain PCRC.
· Reportable Product Categories Table – This table is provided for informational purposes only and identifies the 16 SABRC reportable product categories.

The Bidder shall complete and submit the PCRC Certification Workbook with the bid or within five (5) working days of request from the state.

During the life of the contract, the Contractor will be required to submit revised PCRC Certification Workbook information if percentages are adjusted or if substitute line items are approved by the State Contract Administrator.

[bookmark: _Toc11755420][bookmark: _Toc11755757][bookmark: _Toc11755857][bookmark: _Toc235008452]PRICING STRUCTURE
Contract line items are Envelopes that are commonly purchased by the State. These items will be available for purchase by ordering agencies at a fixed contract price (offered on Attachment 1 – Pricing Worksheet). The State reserves the right to eliminate any specific line item from the final award.

[bookmark: _Toc235008453]PRICING WORKSHEET 
[bookmark: _Hlk83643898]Attachment 1 – Pricing Worksheet contains the price sheet(s) that the Bidders shall use to enter pricing/discounts for the solicitation. In order to be considered for award, all line items in Attachment 1 – Pricing Worksheet must be bid. All dollar figures must be entered to no more than two (2) decimal places (e.g., $150.00). Upon award, the Bidder’s proposed products listed on Attachment 1 – Pricing Worksheet will be the Contract Line Items (CLINs) under the resultant contract.  

Bidders are required to provide the following proposed product information for each line item on the Pricing Worksheet: 

· Manufacturer Part Number 
· Manufacturer 
· Bidder’s product Stock Keeping Unit Number (SKU#) 
· Item Description
· Contract Unit Price

Prices quoted shall be all inclusive. Only the prices submitted in the bid response shall be included in the awarded contract. No other fees can be charged to the customer.

Attachment 1 – Pricing Worksheet must be filled out completely for each Category bidder is proposing or the bid may be rejected. Yellow input cells are mandatory and must be completed. Modifying any other cell in any worksheet may disqualify the Bidder.
 
[bookmark: _Hlk85452875]Bidders shall submit one (1) electronic copy in Microsoft Excel format of the completed Attachment 1 – Pricing Worksheet with the emailed bid response. 

Failure to submit the Attachment 1 – Pricing Worksheet with the bid response shall result in the bid being considered non-responsive. Please refer to the Worksheet Key tab for field definitions and additional completion instructions. 

[bookmark: _Toc11755419][bookmark: _Toc11755756][bookmark: _Toc11755856][bookmark: _Toc235008454]QUANTITIES
The quantities shown in Attachment 1 – Pricing Worksheet, are representative of the anticipated usage over a 4-year period and is used for evaluation purposes only. Actual purchases may vary. The State will not guarantee that these quantities will be purchased. Consequently, there is no guaranteed dollar value for this contract. The State will not be obligated to purchase Contractor’s excess inventory. The State reserves the right to purchase any quantity of any line item from the resulting contract. 

[bookmark: _Toc235008455]SALES TAX
Sales tax is not to be included in the bid response or on Attachment 1 – Pricing Worksheet. If awarded the contract, sales tax should be added at time of invoicing. The sales tax rate applied should be based on the rate of the area where the product is to be delivered.  

[bookmark: _Toc235008456]NARRATIVE RESPONSE
The IFB includes some items that require a narrative response. Those items have been listed on Attachment 3 – Narrative Response. Bidders shall input narrative responses on the attachment only, and only for the items requested. If necessary, Bidders may add pages to the attachment to further explain their response. 

Bidders shall not input narrative responses within the IFB document, nor should narrative responses be included for items the State did not list on Attachment 3 – Narrative Response. Attachment 3 - Narrative Response shall be included with the bid. 

[bookmark: _Toc11755455][bookmark: _Toc11755792][bookmark: _Toc11755892][bookmark: OLE_LINK5][bookmark: OLE_LINK6][bookmark: _Toc235008457]SELLER PERMIT AND SECRETARY OF STATE
Bidders are required to provide their Seller’s Permit number and, if a corporation or limited liability company, their Secretary of State (SOS) certification number on Attachment 3 – Narrative Response. If not included in the bid response, Bidder shall provide it within five (5) working days after request from the State. 

A copy of the Seller’s Permit or certification of registration, and, if applicable, the permit or certification of all participating affiliates issued by the California Department of Tax and Fee Administration (CDTFA) must be provided within five (5) working days after request from the State or bid may be deemed non-responsive. 

SOS certification must be approved and in “Active” status prior to award of any contract. If a Bidder’s SOS certification is not in “Active” status on the bid submission due date, the Bidder will have five (5) working days after notification from the State to provide an “Active” SOS certification.   



[bookmark: _Toc235008458]CUSTOMER REFERENCES
[bookmark: _Toc11755409][bookmark: _Toc11755746][bookmark: _Toc11755846]Prior to award, at the State’s sole discretion, Bidder may be required to submit customer references in order to demonstrate to the State that the Bidder can provide Envelopes and can handle the anticipated spend for this solicitation.

Customer References must be for the Bidder. Customers are defined as end-users of the product. References from a contractor for which the Bidder did sub-contract work are not acceptable.  

Customer references shall:
· Be for work performed within the last five (5) years prior to bid submission due date
· Be for similar product (i.e., sale and distribution of Envelopes) to that requested in this IFB
· In total, must be valued at or above $400,000.00. An accumulation of orders from a single customer or multiple references from different customers totaling the applicable minimum value is acceptable.
· Confirm that the Bidder’s overall performance of contract requirements was, at minimum, satisfactory.

References from the DGS-PD are not acceptable. References for transactions against California Statewide Contracts or other Leveraged Procurement Agreements must be from an ordering department.  

If requested, the State will provide the Bidder with the Customer Reference Form. Customer references must be provided on this form only. References submitted in any other format will not be considered. Bidder shall submit Customer Reference Forms within 10 working days after notification from the State.

The State may contact customer references to verify the information on the submitted forms. Failure to submit compliant references may result in rejection of the bid. 

[bookmark: _Toc11755416][bookmark: _Toc11755753][bookmark: _Toc11755853][bookmark: _Toc235008459]AUTHORIZED RESELLER 
If the Bidder is not the manufacturer of the product being proposed, the Bidder must provide, on the manufacturer’s company letterhead and signed by an authorized manufacturer representative, documentation identifying the Bidder as an authorized manufacturer reseller. The Authorized Reseller letter should be submitted with the bid response. If this document is not included in the bid response, Bidder shall provide it within five (5) working days after request from the State. Failure to submit required information may result in the bid being considered non-responsive. The State has the option to follow-up and verify any Authorized Reseller letter.

[bookmark: _Toc11755458][bookmark: _Toc11755795][bookmark: _Toc11755895][bookmark: _Toc235008460]DECLARATION FORMS
All Bidders must complete the Bidder Declaration Form (GSPD-05-105) and include it with the bid response. When completing the declaration, Bidders must identify all subcontractors proposed for participation in the contract. Bidders awarded a contract are contractually obligated to use the subcontractors for the corresponding work identified unless the State agrees to a substitution, and it is incorporated by amendment to the contract.

If a Bidder proposes the use of a subcontractor for a portion of the contract, the Bidder agrees that all requirements will be adhered to and that requirements will apply to subcontractors. All subcontractors must comply fully with the administrative and technical requirements that are applicable with the portion of the work being delegated to the subcontractor.

Bidders and any subcontractors who have been certified by California as a DVBE (or who are bidding rental equipment and have obtained the participation of subcontractors certified by California as a DVBE) must also submit a completed Disabled Veteran Business Enterprise Declaration Form DGS PD 843. All disabled veteran owners and disabled veteran managers of the DVBE(s) must sign the form. The completed form should be included with the bid response. If this document is not included in the bid response, Bidder shall provide it within five (5) working days after request from the State.

[bookmark: _Toc11755459][bookmark: _Toc11755796][bookmark: _Toc11755896][bookmark: _Toc235008461]SOCIOECONOMIC PROGRAMS
This solicitation may include the following socioeconomic programs:

A. Disabled Veteran Business Enterprise (DVBE) Program Requirements and DVBE Incentive
B. Small Business Preference
C. Small Business Nonprofit Veteran Services Agencies (SB/NVSA)
D. Non-Small Business Subcontractor Preference
E. Target Area Contract Preference Act (TACPA) Preference

All certified firms must perform a “commercially useful function” in the performance of the contract as defined in Government Code (GC) Section 14837(d)(4).

The Contractor must notify the State Contract Administrator by written notification of any proposed changes in the SB and/or DVBE subcontractors made during the term of the contract. Changes cannot be made without State Contract Administrator approval.

If claiming SB and/or DVBE participation, the relevant Bidder and/or subcontractor must be certified by California as a SB and/or DVBE. Completed certification applications and required support documents must be submitted to the Office of Small Business and DVBE Services (OSDS) no later than 5:00 p.m. PT on the bid due date, and the OSDS must be able to approve the application as submitted.
1. [bookmark: _Toc11755460][bookmark: _Toc11755797][bookmark: _Toc11755897]Disabled Veteran Business Enterprise (DVBE) Program Requirements and DVBE Incentive: 
This solicitation does not require a minimum DVBE participation percentage. The DVBE participation requirement has been waived.

This solicitation provides an incentive for DVBE participation. California DVBE Bid Incentive Instructions include information about the DVBE incentive. If applicable, Bidders must claim this incentive on Attachment 3 – Narrative Response

[bookmark: _Toc11755461][bookmark: _Toc11755798][bookmark: _Toc11755898]Small Business Preference
A 5 percent bid preference is available to Bidders certified as a small business in accordance with GC 14835 et seq. If applicable, Bidders must claim this preference on Attachment 3 – Narrative Response.

The Small Business regulations concerning the application and calculation of the small business preference, small business certification, responsibilities of small business, department certification, and appeals can be viewed in the California Code of Regulations (Title 2, Division 2, Chapter 3, Subchapter 8, Section 1896 et seq.).

[bookmark: _Toc11755462][bookmark: _Toc11755799][bookmark: _Toc11755899]Small Business Nonprofit Veteran Services Agencies (SB/NVSA)
SB/NVSA prime Bidders meeting requirements specified in the Military and Veterans Code (MVC) Section 999.50 et seq. and obtaining a California certification as a small business are eligible for the 5 percent small business preference. If applicable, claim the preference on Attachment 3 – Narrative Response. SB/NVSAs claiming the small business preference must possess certification by California prior to the day and time bids are due. Questions regarding certification should be directed to the OSDS at (916)375-4940.

[bookmark: _Toc11755463][bookmark: _Toc11755800][bookmark: _Toc11755900]Non-Small Business Subcontractor Preference
A 5 percent bid preference is available to a non-small business claiming 25 percent California Certified small business subcontractor participation. If applicable, claim the preference on Attachment 3 – Narrative Response.

[bookmark: _Toc11755464][bookmark: _Toc11755801][bookmark: _Toc11755901]Target Area Contract Preference Act (TACPA) Preference
This solicitation provides for the optional TACPA preference. Bidders are not required to apply for this preference. Denial of the TACPA preference request is not a basis for rejection of the bid. Bidders are encouraged to carefully review the TACPA forms, requirements, and submittal instructions.

Bidders desiring to claim the TACPA preference must complete the TACPA Request Form (Std. 830) and include it with the bid response. 

[bookmark: _Hlk185253934]Additionally, the Manufacturer’s Summary Form (DGS PD 525) and Bidder’s Summary Form (DGS PD 526) should be submitted with the bid. If these forms are not included in the bid response, Bidder shall provide it within five (5) working days after request from the State to be considered for a preference. The State may request additional or missing information to determine eligibility. 

The State, as part of its evaluation process, reserves the right to verify, validate, and clarify all information contained in the bid. This may include, but is not limited to, information from Bidders, manufacturers, subcontractors, and any other sources available at the time of bid evaluation. Bidder refusal to agree to and/or comply with these terms, or failure to provide additional supporting information at the State’s request may result in the denial of the preferences requested. 

Contracts awarded with the applied preference will be monitored throughout the life of the contract for compliance with statutory, regulatory, and contractual requirements. The State will take appropriate corrective action and apply sanctions as necessary to enforce the preference program.

Any questions regarding the TACPA preference should be directed to TACPA@dgs.ca.gov.

[bookmark: _Toc11755465][bookmark: _Toc11755802][bookmark: _Toc11755902][bookmark: _Toc235008462]COMMERCIALLY USEFUL FUNCTION (CUF) 
Suppliers, whether the Bidder or a subcontractor, who have a California certification for one or more of the socio-economic programs (i.e., small business or DVBE), must perform a Commercially Useful Function (CUF) in the resulting contract. CUF is defined in the Military and Veterans Code Section 999(b)(5)(B) for DVBEs and in the Government Code Section 14837(d)(4)(A) for small business as consisting of all of the following: 

· Responsibility for the execution of a distinct element of the work
· Actually performing, managing, or supervising the work
· Performing work that is normal for its business services and functions
· Not further subcontracting work that is greater than that expected by normal industry standards
· Responsible, with respect to any products, inventories, materials, and supplies required for the contract, for negotiating price, determining quality and quantity, ordering, installing (if applicable), and making payment

Bidders shall describe in detail how each certified SB and/or DVBE, whether the Bidder or a subcontractor, meets the CUF criteria on Attachment 3, Narrative Response, in accordance with Section 33, Distribution Plan. 
A Contractor, subcontractor, or supplier is not considered to perform a CUF if their role is limited to that of an extra participant through which funds are passed in order to obtain the appearance of participation.

At the State’s option, Bidders may be required to submit additional written clarifying information regarding CUF. Failure to submit the requested written information, as specified, may be grounds for rejection of the bid.

[bookmark: _Toc11755438][bookmark: _Toc11755775][bookmark: _Toc11755875][bookmark: _Toc235008463]DISTRIBUTION PLAN 
Bidder shall describe in detail their Distribution Plan on Attachment 3 – Narrative Response. The Distribution Plan should be the Bidder’s written plan for distribution of the products. The plan must clearly show distribution from the manufacturer to the end user, including all points in between specific to the resulting contract only, and the role that the Bidder, as the Contractor of record, will play in the distribution.  

This plan should clearly identify all parties, including any subcontractor, DVBE and/or small business participants involved in the execution of this contract and their responsibilities. Work performed by a Bidder or a subcontractor who is a California certified Small Business and/or DVBE must perform a CUF.

If the Distribution Plan is not included in the bid response, Bidder shall provide it within five (5) working days after request from the State. Failure to submit required information will result in the bid being considered non-responsive.  

[bookmark: _Toc11755472][bookmark: _Toc11755809][bookmark: _Toc11755909][bookmark: _Toc11755467][bookmark: _Toc11755804][bookmark: _Toc11755904]

[bookmark: _Toc235008464]DARFUR CONTRACTING ACT
Public Contract Code Sections 10475 -10481 applies to any company that currently or within the previous three (3) years has had business activities or other operations outside of the United States. For such a company to bid on or submit a proposal for a State of California contract, the company must certify that it is either a) not a scrutinized company; or b) a scrutinized company that has been granted permission by the DGS to submit a proposal. 

A scrutinized company is a company doing business in Sudan as defined in Public Contract Code Section 10476. Scrutinized companies are ineligible to, and cannot, bid on or submit a proposal for a contract with a State agency for goods or services (Public Contract Code Section 10477(a)), unless written permission from the Director of DGS to bid on this procurement has been granted (Public Contract Code Section 10477(b)).
 
A Bidder is required to submit a completed Darfur Contracting Act form if their company currently or within the previous three (3) years has had business activities or other operations outside of the United States. The Darfur Contracting Act form should be submitted with the bid response. If this document is not included in the bid response, Bidder shall provide it within five (5) working days after request from the State. Failure to submit required information will result in the bid being considered non-responsive.  

If a Bidder has not conducted business outside of the United States in the last three (3) years, this section does not apply. Bidders shall submit their response on Attachment 3 - Narrative Response.

[bookmark: _Toc235008465]CALIFORNIA CIVIL RIGHTS LAWS CERTIFICATION
Pursuant to PCC Section 2010, any Bidder entering into or renewing a contract over $100,000 on or after January 1, 2017, shall certify all of the following:

A. That they are in compliance with the Unruh Civil Rights Act (Section 51 of the Civil Code).
B. That they are in compliance with the California Fair Employment and Housing Act (FEHA) (Chapter 7 (commencing with Section 12960) of Part 2.8 of Division 3 of Title 2 of the Government Code).
C. (1) That any policy that they have against any sovereign nation or peoples recognized by the government of the United States, including, but not limited to, the nation and people of Israel, is not used to discriminate in violation of the Unruh Civil Rights Act (Section 51 of the Civil Code) or the FEHA (Chapter 7 (commencing with Section 12960) of Part 2.8 of Division 3 of Title 2 of the Government Code).
(2) Any policy adopted by a person or actions taken thereunder that are reasonably necessary to comply with federal or state sanctions or laws affecting sovereign nations, or their nationals shall not be construed as unlawful discrimination in violation of the Unruh Civil Rights Act (Section 51 of the Civil Code) or the FEHA (Chapter 7 (commencing with Section 12960) of Part 2.8 of Division 3 of Title 2 of the Government Code.

Bidders are required to submit the California Civil Rights Laws Certification form with the bid response. Failure to submit this form will result in the bid being considered non-responsive.



[bookmark: _Toc235008466]IRAN CONTRACTING ACT
Bidder must either a) certify it is not on the current list of persons engaged in investment activities in Iran created by DGS pursuant to PCC Section 2203(b) and is not a financial institution extending $20 million or more in credit to another person/vendor, for 45 days or more, if that other person/vendor will use the credit to provide goods or services in the energy sector in Iran and is identified on the current list of person engaged in investment activities in Iran created by DGS; or b) demonstrate it has been exempted from the certification requirement pursuant to PCC Section 2203(c) or (d). 

The DGS list of entities prohibited from contracting with public entities in California in accordance with the Iranian Contracting Act, 2010, can be found at DGS Iran Contracting Act Ineligibility List
 
Bidder shall submit their response on Attachment 3 – Narrative Response. Failure to submit a response with the bid will result in the bid being considered non-responsive.

[bookmark: _Toc235008467]FEDERAL DEBARMENT, SUSPENSION, INELIGIBILITY AND VOLUNTARY CERTIFICATION
Expenditures from this contract may involve Federal funds. The Federal Department of Labor requires all State agencies which are expending Federal funds to have in the contract file, a certification by the Contractor that they have not been debarred nor suspended from doing business with the Federal government. Bidders must submit the Federal Debarment Certification form with the bid response. If this document is not submitted with the bid response, Bidder shall provide it within five (5) working days after request from the State. Failure to submit this form will result in the bid being considered non-responsive.

[bookmark: _Toc106973984][bookmark: _Toc235008468]EXECUTIVE ORDER N-6-22 – RUSSIAN SANCTIONS
On March 4, 2022, Governor Gavin Newsom issued Executive Order N-6-22 (the EO) regarding Economic Sanctions against Russia and Russian entities and individuals. “Economic Sanctions” refers to sanctions imposed by the U.S. government in response to Russia’s actions in Ukraine, as well as any sanctions imposed under state law. By submitting a bid or proposal, Contractor represents that it is not a target of Economic Sanctions. Should the State determine Contractor is a target of Economic Sanctions or is conducting prohibited transactions with sanctioned individuals or entities, that shall be grounds for rejection of the Contractor’s bid/proposal any time prior to contract execution, or, if determined after contract execution, shall be grounds for termination by the State.

[bookmark: _Toc235008469]GENERATIVE ARTIFICIAL INTELLIGENCE (GenAI) DISCLOSURE NOTIFICATION 
[bookmark: _Hlk191310986]The State of California seeks to realize the potential benefits of GenAI, through the development and deployment of GenAI, while balancing the risks of these technologies.
Bidder/Offeror must notify the State in writing if it: (1) intends to provide GenAI as a deliverable to the State; or (2), intends to utilize GenAI, including GenAI from third parties, to complete all or a portion of any deliverable that materially impacts: (i) functionality of a State system, (ii) risk to the State, or (iii) Contract performance.  For avoidance of doubt, the term "materially impacts" shall have the meaning set forth in State Administrative Manual (SAM) 4986.2.
Failure to report GenAI to the State may result in disqualification. The State reserves its right to seek any and all relief it may be entitled to as a result of such non-disclosure.

Upon notification by a Bidder/Offeror of GenAI as required, the state reserves the right to incorporate GenAI Special Provisions into the final contract or reject bids/offers that present an unacceptable level of risk to the state.
Government Code 11549.64 defines “Generative Artificial Intelligence (GenAI)” as an artificial intelligence system that can generate derived synthetic content, including text, images, video, and audio that emulates the structure and characteristics of the system’s training data.

[bookmark: _Hlk191310709][bookmark: _Hlk191462864]Bidder shall indicate on Attachment 3 – Narrative Response if the Bidder intends to provide GenAI as a deliverable to the State or intends to complete all or a portion of any deliverable that has material impacts as specified above. If a response is not included in the bid response, Bidder shall provide it within five (5) working days after request from the State. Failure to submit required information will result in the bid being considered non-responsive.

[bookmark: _Toc235008470]PAYEE DATA RECORD
[bookmark: _Hlk83649207]The Bidder to be awarded this contract will be required to complete and sign a Payee Data Record (STD 204) prior to contract award.

[bookmark: _Toc11755470][bookmark: _Toc11755807][bookmark: _Toc11755907][bookmark: _Toc235008471]TAX DELINQUENCY 
Pursuant to the Public Contract Code Section 10295.4, prior to executing any State contract or renewal for non-IT goods or services, the contracting department must verify that the Bidder is not on either of the prohibited lists below. If Bidder is on either list, they will be ineligible for contract award. 

FTB Top 500 Delinquent Taxpayers 

CDTFA Top 500 Sales & Use Tax Delinquencies in California 

[bookmark: _Toc235008472]INSURANCE REQUIREMENTS 
[bookmark: _Hlk191384986][bookmark: _Hlk191385346]The Contractor must maintain in force applicable insurance in accordance with the Non-IT General Provisions, Section 9.1 entitled “Insurance.” Contractor shall furnish an insurance certificate evidencing required insurance coverage acceptable to the State within five (5) working days of request.

1. [bookmark: _Toc221089655][bookmark: _Toc235008473]CONTRACTOR QUARTERLY MEETINGS
The Contractor shall participate in quarterly meetings with OSP to discuss future orders, current market conditions, and compliance to the contract requirements.

[bookmark: _Toc11755421][bookmark: _Toc11755758][bookmark: _Toc11755858][bookmark: _Toc73622187][bookmark: _Toc235008474]PRODUCT SUBSTITUTIONS
Bidder’s proposed product must be available for the entire contract term. If, during the contract term, specific contract line items are no longer available, Contractor may propose substitute product that either meets or exceeds the minimum requirements. Product substitution shall be in accordance with the Non-IT General Provisions, Section 4.1 entitled “Substitutions”.

[bookmark: _Toc235008475]PRICE ADJUSTMENTS 
[bookmark: _Hlk75260935]All core prices shall be firm fixed for the original contract term; no price adjustments will be allowed.

[bookmark: _Toc11755427][bookmark: _Toc11755764][bookmark: _Toc11755864][bookmark: _Toc235008476]PRICE DECLINES
The Contractor shall immediately notify the State Contract Administrator of all manufacturer’s price declines and ordering agencies shall receive full benefit of such declines.

[bookmark: _Toc11755429][bookmark: _Toc11755766][bookmark: _Toc11755866][bookmark: _Toc235008477]MINIMUM ORDER 
The minimum order shall be one (1) pallet of any envelope type. 

[bookmark: _Toc11755446][bookmark: _Toc11755783][bookmark: _Toc11755883][bookmark: _Toc235008478]CUSTOMER SERVICE:
The Contractor will have a customer service unit that supports this contract. The customer service unit shall provide office and personnel resources for responding to inquiries, including telephone and email coverage weekdays during the hours of 8:00 AM through 5:00 PM (PT).

Contractor shall assign a Contract Manager to act as a contact for all contract-related issues. Contractor Contract Manager information shall be provided prior to award.

[bookmark: _Toc11755430][bookmark: _Toc11755767][bookmark: _Toc11755867][bookmark: _Toc235008479]CONTRACTOR ORDERING INFORMATION
The Contractor shall accept orders through the following methods:

· Email – An email address to be used by ordering agencies for placing orders is to be in place before the commencement of this contract.
· Facsimile – A facsimile number to be used by ordering agencies for placing orders is to be in place before the commencement of this contract. Facsimile orders must be accepted between the hours of 8:00 AM and 5:00 PM (PT), Monday through Friday.
· Mail – Contractor must have the capability to receive orders by mail in place before the commencement of this contract.

[bookmark: _Toc235008480]ORDER ACCEPTANCE
The Contractor shall accept orders from any State department  

The Contractor shall not accept purchase documents for this contract that:

· Are incomplete (required information on purchase documents will be provided during contract implementation)
· Contain non-contract items or items outside the scope of the contract
· Contain non-contract terms and conditions

The Contractor must not refuse to accept orders from any State department for any other reason without written authorization from the State Contract Administrator.

[bookmark: _Toc11755431][bookmark: _Toc11755768][bookmark: _Toc11755868][bookmark: _Toc235008481]PURCHASE EXECUTION 
Ordering agencies will submit orders directly to the Contractor via one of the ordering methods in accordance with Section 49, Contractor Ordering Information.

State department orders will be submitted using a Purchasing Authority Purchase Order (Std. 65) or using the Fi$Cal Purchase Order process.

[bookmark: _Toc11755432][bookmark: _Toc11755769][bookmark: _Toc11755869]

[bookmark: _Toc235008482]ORDER ACKNOWLEDGEMENT 
The Contractor must provide the ordering agency with an order receipt acknowledgement, either through email or facsimile, within two (2) working days of receipt. Order Acknowledgement will include: 

· Contractor’s Order Number
· Ordering Agency Name
· Agency Order Number (Purchase Order Number)
· Description of Goods
· Total Cost
· Anticipated Delivery Date
· Identification of any Out of Stock/Discontinued Items

[bookmark: _Toc11755433][bookmark: _Toc11755770][bookmark: _Toc11755870][bookmark: _Toc235008483]DELIVERY LOCATIONS 
Deliveries shall be made statewide to the location specified on the individual purchase order. 

[bookmark: _Toc235008484]DELIVERY SCHEDULES
Delivery of ordered product shall be completed in full within 15 calendar days after receipt of an order (ARO). Expedited orders, in accordance with Section 55, Expedited Delivery, shall be delivered within seven (7) working days ARO for expedited delivery unless otherwise agreed to by the ordering agency. Contractor shall confirm receiving hours with OSP.    

The Contractor must notify OSP within 48 hours of scheduled delivery time, if delivery cannot be made within the time frame specified on the Order Confirmation. 

[bookmark: _Toc221089667][bookmark: _Toc11755436][bookmark: _Toc11755773][bookmark: _Toc11755873][bookmark: _Toc235008485]EXPEDITED DELIVERY
OSP may request expedited delivery of emergency orders at the expedited price offered on Attachment 1 – Pricing Worksheet.  Bidder shall offer two prices for expedited delivery, per truckload: one is for expedited delivery that originates 1,000 miles or fewer from the OSP location listed on the purchase order document; and the second is for expedited delivery of 1,001 miles or more from the OSP location listed on the purchase order.  The travel distance will be measured using Google Maps, by the shortest distance. Delivery of expedited ordered product shall be completed in full within seven (7) working days ARO. Contractor may only charge for expedited delivery at cost and shall not add a markup.

[bookmark: _Toc235008486]DELIVERY SECURITY REQUIREMENTS
Deliveries may be made to locations inside secure grounds that require prior clearances or special entry procedures for delivery drivers.  
Security procedures may vary from facility to facility. The Contractor will be responsible for contacting the secure location for security procedures, hours of operation for deliveries and service, dress code, and other rules of delivery.  
Deliveries that are delayed due to drivers not being cleared to enter secure grounds may be cause for contract default.

[bookmark: _Toc11755437][bookmark: _Toc11755774][bookmark: _Toc11755874][bookmark: _Toc235008487]FREE ON BOARD (F.O.B.) DESTINATION
All prices offered shall be F.O.B. destination; freight prepaid by the Contractor, to the ordering agency’s receiving point. Responsibility and liability for loss or damage for all orders shall remain with the Contractor until final inspection and acceptance, when all responsibility shall pass to the ordering agency, except the responsibility for latent defects, fraud, and the warranty obligations.

[bookmark: _Toc11755440][bookmark: _Toc11755777][bookmark: _Toc11755877][bookmark: _Toc235008488]PACKAGING, PACKING AND MARKING
All shipments must comply with the Non-IT General Provisions, (rev 02/20/2025), Section 15.10 entitled “Packing and Shipment”. 

All packaging and shipping shall conform to applicable Federal and State Regulations and conform to good commercial practices. The gross weight of each shipping carton shall not exceed fifty (50) pounds. All shelf boxes and shipping cartons shall be of adequate crush strength to accommodate double stacking of pallets and be reusable for repackaging.

A. Envelopes shall be packaged as specified below:
Class 1 - Commercial & Official Envelopes
· [bookmark: _Hlk212040330]Shelf Box: All envelopes shall be packed in 500 per shelf box, vertically, on long edge with the flaps folded, the open side of the envelope up (towards top of box) and facing the same direction.
· Shipping Carton: Envelopes shall be packed with five (5) shelf boxes per shipping carton. Over size cartons, holding five (5) shelf boxes will not be acceptable.
· Exceptions: MCC 150103 shall be packaged 1,000 per shipping carton, on long edge, flaps with latex adhesive not folded, the open side of the envelopes up (towards top of box) and facing the same direction. Contractor shall ensure that the envelopes do not stick together. The inside of the box must include a corrugated cardboard section divider, and 500 envelopes on each side. The cardboard section divider is required to reinforce the shipping carton and reduce the possibility of any crushing of the latex seal envelopes inside the carton.

Class 2 - Booklet Envelopes
· Shipping Carton: Booklet envelopes shall be packaged vertically, on long edge, flap side up, flaps folded, all in same direction, 500 per shipping carton.
· Exceptions:
1. MCC 150061 shall be packaged vertically, on long edge, flap side up, flaps folded, two adjacent rows of 250 across the short side of the box, one row of envelopes all facing the same direction, the other row reversed, 500 per shipping carton.
2. MCC 150107, envelopes shall be preprinted, flaps folded, envelopes folded in half on long edge, front side facing outwards, packaged vertically, flap side up, two (2) adjacent rows of 250 across the short side of the box, one row of envelopes all facing the same direction, the other row reversed, 500 per shipping carton.

Class 3 - Open End (Catalog & Clasp) Envelopes
· Catalog Envelopes: shall be packaged vertically on long edge, 500 per shipping carton, flaps folded, reversed every 100.
· Clasp Envelopes: shall be packaged flat, 250 per shipping carton, reversed every fifty (50) with flaps extended.
· Exception:
MCC 150104 shall be packaged vertically, on long edge, latex adhesive flaps extended, direction reversed every 100. Contractor shall ensure that the envelopes do not stick together.

[bookmark: _Hlk212041344]B. PALLETIZING:
· All shipments shall be palletized.
· [bookmark: _Hlk221023822]Pallets shall comply with Attachment 2B – Pallets, Wooden Specification # 3990-01A-01, dated February 10, 2020.
· The cartons shall be interlocked stacked, and/or plastic film wrapped; or, if the cartons are not interlocked stacked, or plastic film wrapped, a corrugated fiberboard sheet, shall be placed between each tier and the pallet load banded four (4) ways to minimize shifting of the cartons.
· There shall be no overhang (carton extending past the edge of the pallet) of shipping cartons.
· The cartons shall be stacked no more than four (4) cartons high and shall be capable of being double stacked without any crushing of cartons.
· Maximum height of loaded pallet (including pallet) shall be five (5) feet.
· The cartons shall be protected from cutting, crushing or breaking resulting from banding pressure.
· The cartons shall be palletized such that the pallet load contents can be identified from any of the four (4) sides.
· All cartons on a single pallet shall contain the same identical product.
· Exceptions: 
MCC 150109 shall be delivered on 48” x 40” pallets, as this is the required pallet size for OSP’s clients who receive shipments from OSP of these envelopes. The maximum height including the pallet is 54” (inches) and the maximum weight is 2,500 pounds.

C. MARKING:
· A packing slip shall accompany each shipment.
· Each pallet load shall be identified with the manufacturer’s lot number. 
· Each shipping carton shall be marked on one end with the name of manufacturer, description, size, sub weight, color, quantity, MCC number, and purchase order and/or contract number.
· Lettering on labels shall be upper case, 3/8-inch height minimum and printed or stenciled in bold type.

[bookmark: _Toc11755443][bookmark: _Toc11755780][bookmark: _Toc11755880][bookmark: _Toc235008489]INSPECTION AND ACCEPTANCE 
[bookmark: _Hlk212729690]Inspection and acceptance shall be in accordance with the Non-IT General Provisions, (rev 02/20/2025), Section 4 entitled “Inspection, Acceptance and Rejection.”



[bookmark: _Toc235008490]INVOICING REQUIREMENTS
Invoices shall be submitted to the ordering agency within seven (7) calendar days from date of delivery. The Contractor’s invoice must include, at a minimum:

· Contractor’s name, address, and telephone number  
· Contract Number
· Purchase Order Number
· Line-Item Number
· Quantity purchased
· Contract Unit Price and Extension
· State sales and/or use tax 
· Prompt payment discounts/cash discounts, if applicable
· Totals for each order

The State’s obligation to make payment pursuant to the contract is subject to availability of appropriated funds. Receipt of a Purchasing Authority Purchase Order (STD. 65) or Purchase Order in FI$Cal under this contract is proof of encumbered funds for that order.

[bookmark: _Toc11755445][bookmark: _Toc11755782][bookmark: _Toc11755882][bookmark: _Toc235008491]CAL-CARD PAYMENT
Bidders must indicate on Attachment 3 – Narrative Response if the Bidder will or will not accept the State’s CAL-Card Visa credit card for order payments. If not included in the bid response, Bidder shall provide it within five (5) working days after request from the State. 

[bookmark: _Toc11755418][bookmark: _Toc11755755][bookmark: _Toc11755855][bookmark: _Toc235008492]RANDOM SAMPLE COMPLIANCE REVIEW 
The State has the option of randomly sampling offered products after award from any order to ensure compliance to contract requirements. Any products failing random sample review will be replaced by the Contractor free of charge and re-evaluated by the State. The State has the option of removing listed line items that fail random sample compliance review. Failure to submit requested information may be considered a breach of contract and subject the Contractor to Non-IT General Provisions, (rev 02/20/2025), Section 11.3 entitled “Termination for Default”.

[bookmark: _Toc11755441][bookmark: _Toc11755778][bookmark: _Toc11755878][bookmark: _Toc235008493]PRODUCT RECALL PROCEDURES 
The Contractor shall provide product recall notification, regardless of level, in writing to the State Contract Administrator and each ordering agency through the most expedient method possible. The notices, at a minimum, shall include a complete product description and/or identification, contract number, delivery order number and disposition instructions.  

The Contractor shall issue replacement of product or credit for any product removed or recalled. Each ordering agency shall have the option of accepting either replacement product or credit in exchange for recalled/removed products.

[bookmark: _Toc11755439][bookmark: _Toc11755776][bookmark: _Toc11755876][bookmark: _Toc11755473][bookmark: _Toc11755810][bookmark: _Toc11755910][bookmark: _Toc235008494]SAFETY DATA SHEET 
The Contractor shall provide a Safety Data Sheet for products subject to Title 8 of the California Code of Regulations (CCR), Section 5194, Hazard Communication.  

[bookmark: _Toc11755447][bookmark: _Toc11755784][bookmark: _Toc11755884]

[bookmark: _Toc235008495]REPORTING REQUIREMENTS
[bookmark: _Hlk147993814]During the contract period, Contractor is required to submit the reports outlined in this section on a monthly basis. A report template will be provided by the State to the Contractor upon award and shall contain, but will not be limited to, the data elements identified in the Contract Usage Report Template. 

Reports shall be provided to the State Contract Administrator, in MS Excel format only, via email by the 15th day following the ending of the reporting period (previous calendar month).

Reports are required every month, including months of no new activity.

1. [bookmark: _Toc11755448][bookmark: _Toc11755785][bookmark: _Toc11755885]Contract Usage Report: 
The Contract Usage Report shall detail all invoiced purchases against the contract by State departments during the specified reporting period.
[bookmark: _Toc11755450][bookmark: _Toc11755787][bookmark: _Toc11755887]
SB/DVBE Participation Report: 
The SB/DVBE Participation Report shall detail all payments to Small Business (SB) and/or Disabled Veteran Business Enterprise (DVBE) subcontractors during the specified reporting period.
[bookmark: _Toc11755451][bookmark: _Toc11755788][bookmark: _Toc11755888]		
SB/DVBE Participation Commitment Requirement:  
Within six (6) months of contract award, the Contractor shall meet or exceed their SB and/or DVBE commitment level on a contract-to-date basis. The State reserves the right to audit records (e.g., cancelled checks, work logs, etc.) to verify the SB/DBVE subcontractors are actually performing the work committed to and being paid accordingly, as reported in the SB/DVBE Participation Report.

The corresponding percent of bid price identified on the Bidder Declaration represents the percentage of total contract dollars to be paid to the subcontractor.   

Example:
· Bidder commits to 3 percent DVBE subcontractor participation on a contract
· Total spend for the contract is $1,000,000.00.
· Contractor shall pay subcontractor a minimum of $30,000.00 for work performed under the contract.

Aging Debt Report: 
The Aging Debt Report must contain the outstanding invoices by State Department for the specified reporting period.

[bookmark: _Toc11755452][bookmark: _Toc11755789][bookmark: _Toc11755889]Ad Hoc Reporting 
The Contractor shall have the ability to provide ad hoc reporting capabilities at no cost to the ordering agency. The Contractor shall permit and provide access to all data that pertains to any procurement action taken by an ordering agency or the State as a whole. The State or ordering agency may make copies of procurement data in any form and the use of such data shall not be restricted. Dependent on future reporting requirements, the State may ask that certain reports to become standard and delivered to the State on a monthly or quarterly basis.
The State reserves the right to request any additional data elements, as deemed necessary, to the reports listed in this section.

[bookmark: _Toc235008496]STATE’S OWN BID DOCUMENTS/SOLICITATION
Only bids quoted on the State's own bid documents will be considered. Documents include all forms and attachments required to be submitted. Alteration of the State’s documents may result in the rejection of the bid. Bids submitted referencing supplier attachments which include terms and conditions that conflict with the State's complete solicitation shall be considered non-responsive and such bids shall be rejected.

[bookmark: _Hlk143268441][bookmark: _Toc235008497]BID SUBMITTAL  
Bids must be received by the bid due date and time listed on page one (1) of this solicitation. Bids received after this date and time will not be considered. 

The completed bid response shall be submitted by email as follows:

· Email bids to CMU@dgs.ca.gov
· Only bids received to this mailbox will be considered. Bids shall not be sent to any other mailbox.
· Email should clearly identify in the Subject Line “Bid Response for Event ID 0000039469”
· Emails will not be opened by the Procurement Official until the required bid due date and time. 
· If bids are submitted electronically through multiple emails, only emails received by the specified date and time will be accepted.

Emails should not exceed 10 megabytes (MB). The State’s mail server may automatically reject excessively large emails. Bidder may submit multiple emails if file size exceeds the recommended 10 MB. Multiple emails should be identified as follows: 1 of 3, 2 of 3, 3 of 3, etc. 

Links to files stored on the internet (e.g., Google Drive, Dropbox) in lieu of attachments are not acceptable, and any documents stored at such links will not be reviewed.

Hard copy bids are discouraged. If a Bidder is unable to email their bid submittal, Bidder shall notify the Procurement Official immediately, but no later than four (4) days prior to bid due date. Upon approval, Bidder may be allowed to submit a hard copy of their bid. 
If approved to submit a hard copy bid, Bidder shall submit the Attachment 1 – Pricing Worksheet as follows:

· Bidders shall submit one (1) hard copy and one (1) electronic copy (on a USB in Microsoft Excel format) of the completed Attachment 1 – Pricing Worksheet with the bid response.  
· If a discrepancy occurs between the hard copy and the electronic copy, the hard copy will take precedence.  

Faxed bids will not be accepted for this solicitation.

For the purposes of this solicitation only, all bids shall be valid for 90 calendar days after bid opening date. This language hereby supersedes the 45 calendar days as indicated in the Bidder Instructions.

[bookmark: _Toc235008498]BID RESPONSE LIST 
Bidders shall include the following documents and attachments as required in the IFB. Documents should be provided in the same order as listed below. Document links are contained in each applicable section when not attached to the solicitation.

Required with Bid Response
	Description
	Section

	Agreement Cover Letter
	16

	Attachment 1 – Pricing Worksheet
	23

	Attachment 3 – Narrative Response
	26

	Attachment 4 – Ecolabels Certificate Form
	20

	California Civil Rights Laws Certification form
	35

	TACPA Request Form (Std. 830) (if claiming a TACPA preference only)
	31

	Bidder Declaration Form (GSPD-05-105)
	30



Requested with Bid Response, required within five (5) working days after notification from the State, before award
	Description
	Section

	Mockup Samples
	18

	Authorized Reseller Letter (if applicable)
	29

	Copy of Seller’s Permit
	27

	Payee Data Record (STD 204)
	40

	PCRC Certification Workbook 
	21

	Distribution Plan
	33

	Darfur Contracting Act
	34

	DVBE Declaration Form DGS PD 843 (if applicable)
	30

	Federal Debarment Certification
	37

	Manufacturer’s Summary Form (DGS PD 525) Goods only (if applicable)
	31

	Bidder’s Summary Form (DGS PD 526) Goods and Services (if applicable)
	31

	Insurance Certificate 
	42


Required within 10 working days after notification from the State, before award 
	Description
	Section

	Pre-Production Product Performance Test (if applicable)
	18

	Customer Reference Forms (if applicable)
	28




This IFB document is not required to be submitted with bid. 
The State makes no warranty that the response list is a full and comprehensive listing of every requirement specified in the IFB. Checking off the items on the list does not establish the Bidder’s intent nor does it constitute responsiveness to the requirements. The list is only a tool to assist participating Bidders in compiling their bid response and does not establish intent nor does it constitute responsiveness to the requirements.  Bidders are encouraged to carefully read the entire IFB. The need to verify all documentation and responses prior to the submission of bids cannot be over emphasized.

[bookmark: _Toc235008499]PUBLIC COST OPENING
[bookmark: _Hlk112331873]All bids received by the due date and time will be opened and read at a public cost opening. Cost openings will be conducted through Microsoft Teams. All participating Bidders and interested parties may attend by using the Microsoft Teams access information below:

Microsoft Teams Meeting Link: Public Cost Opening
Call in: +1 916-245-8850,,772802138#
Conference ID: 228 832 342 147 563

The cost opening will begin at 2:00 PM PT on the bid due date. Participants are encouraged to call in on time to be admitted. 

[bookmark: _Toc11755407][bookmark: _Toc11755744][bookmark: _Toc11755844][bookmark: _Toc235008500]ATTACHMENTS 
The following list identifies the applicable Attachments for this solicitation:

· Attachment 1 – Pricing Worksheet
· Attachment 2 – Technical Specification Number 7504-TS-0245547, dated July 3, 2026
· Attachment 2A – Envelope Diagrams 150006 – 150300, dated July 9, 2026
· Attachment 2B – Pallets, Wooden Specification #3990-01A-01, dated February 10, 2020  
· Attachment 3 – Narrative Response 
· Attachment 4 – Ecolabels Certification Form 

End of Document
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