Attachment #1, Change Order #3
VENDOR CONTRACT #0000000367

05/01/2003 through 4/30/2004
TRICK & MURRAY

300 Westlake AVE N

Seattle WA  98109-5218


A.1
Retail Location

Vendor has or will have no later than June 1, 2000 a retail store located within a one-half mile radius of the intersection of Fourth Avenue and Cherry Street.

A retail store is a business establishment in which office supplies are stocked for retail sales; that is owned, rented or leased by the Vendor; that has a minimum of 1000 office supply SKU’s City employees may acquire from the Vendor on-demand pursuant to contract pricing and invoicing to the City; and that is open continuously for business between 8:30 a.m. and 4:30 p.m. weekdays except City holidays.  City holidays are listed in Attachment 3.

A.2
Delivery Services
Vendor shall provide next-day delivery at no charge to the City to all City ship-to addresses listed in Attachment 7.  The Vendor shall provide this service Mondays through Fridays between the hours of 8:30 a.m. and 4:30 p.m. except City holidays.  The City may add to this list of City ship-to addresses anytime during the term of the contract.  Except for deliveries required same-day (see Section 4.2 and Bid Form B), all items shall be FOB destination, freight prepaid and allowed.  Vendor will have $25.00 minimum dollar order for free next day delivery.  A $4.00 fee will be added for next day delivery if it is under the $25.00.
A.3

Items Included in Contract
This contract includes expendable office supplies included in the Vendor’s catalog, and expendable office supplies not included in the Vendor’s catalog EXCEPT items in excess of $200.00 as follows:  photocopy paper; computer equipment and peripherals; photocopiers; fax machines; and audio-visual equipment, office equipment, furniture and lunchroom supplies.

A.4

Item Availability and Catalog Sample

Vendor has a minimum of 5,000 items of expendable office supplies in its catalog.  Vendor has shall 10,500 items in their catalog.  


A.5

Provision of Catalog to City Departments
Vendor shall provide, upon request, a copy of its current catalog at no charge to the City.  The copy shall be a hard copy.  If the Vendor’s catalog is available in electronic form, it will make such catalog available to each City facility at no charge.  Each time a revised catalog is issued, Vendor, upon request, will provide a copy of the revised catalog to each City facility at no charge.  Vendor shall provide the City’s discount information on the face of the catalog.



A.6
Recycled Products List
Vendor shall provide a list of recycled content products available for purchase including an identification of the type and amount of recycled content material with catalog.

A.7

Order Placement

Vendor shall accept orders placed by telephone, fax and on-line electronic ordering.  Vendor shall require the ordering City employee to state his or her name, department/unit name, low org number, telephone number, and ship-to address. The City may change this list of low org numbers at any time.  The maximum dollar amount per order accepted shall not exceed $10,000.00 without the prior approval of the City’s Buyer.  

A.8
MSDS

Vendor shall provide, at time of delivery, consistent with federal law, a Material Safety Data Sheet with the City’s purchase of any items containing hazardous substances.
A.9

Packing Slips

Vendor shall provide, at time of delivery, a packing slip that includes description, quantity, list price, City’s price and information regarding partial or back orders. 

A.10
Invoices
Vendor shall accurately invoice per the prices in the contract and shall issue one invoice per month for each department low org that has ordering activity within the month. Vendor shall mail invoices in duplicate to the ordering City department’s accounts payable office or per the Department’s instruction.  A list of accounts payable offices is provided in Attachment 5.  Invoices shall also include the contract number, list price, the City’s price and low org. 


A.11
Most Favored Customer

Vendor shall not charge the City of Seattle a higher price than that of another customer purchasing the same product and same quantity.  Any special promotions, incentive programs, price cuts, rebates, or warranty extensions offered during the term of the contract shall be passed on to the City of Seattle.
A.12
Partial and Back Orders
Except for same day delivery, Vendor shall deliver orders the next day following the order placement.  In the event the Vendor cannot completely fill the order the next day, prior to delivery, the Vendor shall promptly notify the ordering department by telephone that the order cannot be filled completely.   At the ordering department’s option, it may cancel the order, agree to a partial order or back order, or agree to accept a substitute item(s) of equal or higher quality at the price of the item(s) for which the substitute is being made.  Vendor shall not substitute items without prior approval of the requestor.  If an item is backordered, Vendor shall specify an expected delivery date of that item.


A.13
Incorrect Orders, Deliveries, or Defective Material
The ordering department will notify Vendor within five (5) working days after receipt of any incorrectly ordered, delivered or defective material.  Vendor will provide the department with a return authorization within two (2) working days from request for authorization.  The Vendor will pick up the material and return it to the Vendor’s facility within three (3) working days.  No service charges or restocking fees for items returned as a result of error by the Vendor, including but not limited to, damage, incorrect deliveries, or material overages, shall be invoiced to or paid for by the City.  Special orders and non stock items returned by the City may be subject to a reasonable restocking fee.  

A.14
Compliance to Specifications


The contract may be evaluated periodically throughout the year to determine that all service, quality and delivery requirements are being met according to specifications and to insure that vendor adheres to contract pricing.

The City of Seattle is currently piloting a Vendor Performance Evaluation (VPE) program.  The purpose of the program is to provide fair and consistent evaluations for both the vendor and City departments through the use of 2-way communication.


How will Vendor Performance Evaluations be used?

· Past Performance will become part of the source selection process.

· VPE will be used as a documentation tool to supplement contract administration – issues can be addressed and resolved in a more timely manner than in the past.

· Vendor referral for City departments by providing vendor performance history on-line.

The general areas of evaluation are service, delivery, quality and cost control.  Evaluations are facilitated by commodity teams who provide reports to the appropriate buyer – buyers will not participate in the evaluation process to ensure non-bias during the bidding process.  The buyer will act as mediator for vendor or department disputes.

Specific evaluation timetables have not been determined, however, when evaluations occur, vendors will receive notification of their results and will be given the opportunity to address any concerns with the buyer.

A.15
Usage Reports
Vendor shall provide City-wide usage reports to the City’s Buyer within one month from request.  The Vendor shall provide departmental specific usage reports upon the request of the department, but no more often than one time per month.  The reports shall be submitted in hard copy and on 3-1/2” hard disk. The format on 3–1/2” hard disk may be Microsoft Excel for Windows or later version, Microsoft Access or later version, or ASCII delimited.  The report shall include:

City’s Ordering Low Org  

Manufacturer

Manufacturer Stock Number 

Description

Unit of Measure

Year-to-date Quantity Purchased

Manufacturer’s Unit List Price

City’s Unit Price

A.16
Recycled Content Report
Vendor shall provide recycled-content product reports to the City’s Buyer within one month of the Buyers request.  The reports shall be submitted in hard copy and on 3-1/2” hard disk.  The format on the 3-1/2” hard disk may be Microsoft Excel for Windows or later version, Microsoft Access or later version, or ASCII delimited.  The report shall include:

a.
A list of recycled content products available for purchase including an identification of the type and amount of recycled content material;

b.
A list of recycled content products purchased by the City including: 

City’s Ordering Low Org

Manufacturer

Manufacturer Stock Number 

Description

Unit of Measure

Year-to-date Quantity Purchased

Manufacturer’s Unit List Price

City’s Unit Price

c.
A cost comparison between the items listed in b above and same purpose products made from all virgin material.

A.17
Major Emergencies or Disasters
Vendor will be subject to the provisions concerning “Major Emergencies or Disasters,” 

A.18    Vendor Stocking 

At Departments request and no cost to the City, Vendor will provide a vendor stocking program.  The program may consist of, but not limited to, helping departments develop a standard order list with minimum and maximum inventory quantities and automatically re-stock these items on a regular basis (i.e., once or twice a month).

A.19
Cooperative Purchasing

The City of Seattle has entered or will enter into Interlocal Purchase Agreements with other governmental agencies pursuant to RCW 39.34.  The Vendor may agree to sell additional items at the bid prices, terms and conditions to other governmental agencies.  The City of Seattle accepts no responsibility for purchases made by other governmental agencies. 

