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U.S. Communities Multi State Contract
Governing Contract Number R-LB-13042 by and between
Prince William County Schools and Independent Stationers, Inc.

State of Louisiana Contract 409826 Specific Terms and Conditions

1. Applicable Law: Purchases made within the jurisdiction of Louisiana shall be governed by and interpreted in
accordance with the laws of the State of Louisiana. Venue of any action brought with regard to same
purchases shall be in the Nineteenth Judicial District Court, Parish of East Baton Rouge, State of Louisiana.

Order of Precedence: In the event of conflict among the following documents, the order of precedence shall
be as follows:

(1) State of Louisiana Specific Terms and Conditions that are incorporated in and made a part of the
U.S. Communities Multi State Contract regulating the use of Contract Number R-LB-13042 for
Educational Materials, Classroom, Art Supplies and Related Products and Services {School Supply
Contract)

(2) Multi State Contract Number R-LB-13042

(3) Prince William County Schools RFP R-LB-13042

Contract Period:

The term of the Agreement will be for an initial term of one (1) year. At the option of the State of
Louisiana and acceptance by the contractor, this Agreement may be extended for additional twelve
(12) month periods at the same discounts, terms, and conditions not to exceed sixty (60) months.

4. Cancellation for Convenience: The State may terminate this Participating Addendum at any time by giving
thirty {30) days written notice to contractor of such termination or negotiating with the Contractor an effective

date.

Cancellation for Cause: The State of Louisiana has the right to cancel this contract, in accordance with
Purchasing Rules and Regulations, for cause, including but not limited to, the following: (1) failure to deliver
within the time specified in the contract; (2) failure of the product or service to meet specifications, conform to
sample quality or to be delivered in good condition; (3) misrepresentation by the contractor; (4) fraud, collusion,
conspiracy or other unlawful means of obtaining any contract with the State; (5) conflict of contract provisions
with constitutional or statutory provisions of state or federal law; (6) any other breach of contract.

Default of Contractor: Failure to deliver within the time specified constitutes a default and may cause
cancellation of the contract. Where the state has determined the contractor to be in default, the state reserves the
right to purchase any or all products or services covered by the contract on the open market and to charge the
contractor with cost in excess of the contract price. Until such assessed charges have been paid, no subsequent
bid from the defaulting contractor will be considered.

Indemnity: Contractor agrees, upon receipt of written notice of a claim or action, to defend the claim or action,
or take other appropriate measure, to indemnify, and hold harmless, the State, its officers, its agents and its
employees from and against all claims and actions for bodily injury, death or property damages caused by the
fault of the contractor, its officers, its agents or its employees. Contractor is obligated to indemnify only to the
extent of the fault of the contractor, its officers, its agents, or its employees. However, the Contractor shall have
no obligation as set forth above with respect to any claim or action from bodily injury. death or property
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damages arising out of the fault of the State, its officers, its agents or its employees.

8. Non-Exclusivity: This agreement is non-exclusive and shall not in any way preclude state agencies
from entering into similar agreements and/or arrangements with other vendors or from acquiring
similar, equal, or like goods and/or services from other entities or sources.

9. Taxes: State agencies are exempt from all state and local sales and use taxes. It shall be assumed that prices
shown at the vendors' website are inclusive of all other applicable taxes and fees.

10. Right to Audit: The State Legislative Auditor, Federal Auditors, and Internal Auditors of the
Division of Administration, or others designated by the DOA, shall have the option to audit all
accounts directly pertaining to the contract including but not limited to a comparison, for each item
ordered, of the invoiced amount against the correct contract price, and will also conduct a review of
all overcharges against reimbursements for a period of five (5) years from the date of the last
payment made under this contract. Records shall be made available during normal working hours for

this purpose.

In any and all instances where such errors result in overcharges, whether during the grace period or
thereafter, the contractor shall within fourteen (14) consecutive calendar days after notification: (a)
reimburse the end-user by credit or actual funds transfer, whichever is elected by the using agency,
the fuil overcharge amount (credits may be applied against old invoices, but NOT credits to be
applied to future purchases), (b) send to the Office of State Purchasing and the end-user explanatory
documentation of the reimbursement.

IMPORTANT: Independent Stationers shall submit to the State of Louisiana a quality control
program to audit this contract for performance and compliance pertaining to ail the terms and
conditions of this contract. This shall be submitted within 30 days of signing the Participating
Agreement. During the annual review (or at the request of the State) Independent Stationers will
provide an excel file to Item File Services so that it can be compared against the contract pricing to
determine if there has been any conflicts in pricing.

Insurance Requirements: The contractor shall purchase and maintain for the duration of the contract
insurance against claims for injuries to persons or damages to property which may arise from or in
connection with the performance of the work hereunder by the contractor, its agents, representatives,
employees or subcontractors.

A. Minimum Scope and Limits of Insurance

l. Workers Compensation

Workers compensation insurance shall be in compliance with the Workers
Compensation Law of the state of the contractor's headquarters.

Employers liability is included with a minimum limit of $500,000 per
accident/per disease/per employee. If work is to be performed over

water and involves maritime exposure, applicable LHWCA, Jones Act, or
other maritime law coverage shall be included and the employers
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liability limit increased to a minimum of $1,000,000. A.M. Best's
Insurance company rating requirement may be waived for workers
compensation coverage only.

2. Commercial General Liability

Commercial general liability insurance, including personal and advertising injury

liability, shall have a minimum limit per occurrence of $1,000,000 and a minimum general
aggregate of $2,000,000. The Insurance Services Office (iso) commercial general liability
occurrence coverage form CG 00 01 (current form approved for use in Louisiana), or
equivalent, is to be used in the policy. Claims-made form is unacceptable.

3. Automobile Liability

Automobile liability insurance shall have 2 minimum combined single
Limit per occurrence of $1,000,000. SO form number CA 00 01 (current
form approved for use in Louisiana), or equivalent, is to be used in

the policy. This insurance shall include third-party bodily injury and
property damage liability for owned, hired and non-owned automobiles.

B. Deductibles and Self-insured Retentions

Any deductibles or self-insured retentions must be declared to and
accepted by the agency. The contractor shall be responsible for all
deductibles and self-insured retentions.

C. Other insurance provisions the policies are to contain, or be endorsed to
contain, the following provisions:

1. General liability and automobile liability coverages

A. The agency, its officers, agents, employees and volunteers shall be
named as an additional insured as regards negligence by the
contractor. Iso form cg 20 10 (current form approved for use in
Louisiana), or equivalent, is to be used when applicable. The
coverage shall contain no special limitations on the scope of
protection afforded to the agency.

B. The contractor's insurance shall be primary as respects the agency,
[ts officers, agents, employees and volunieers. Any insurance or
self- insurance maintained by the agency shall be excess and
non-contributory of the contractor's insurance.

C. Any failure of the contractor to comply with reporting provisions
of the policy shall not affect coverage provided to the agency, its
officers, agents, employees and volunteers.



2. Workers compensation and employers liability coverage

The insurer shall agree to waive all rights of subrogation against the
agency, its officers, agents, employees and volunteers for fosses
arising from work performed by the contractor for the agency.

All Coverages

A. Coverage shall not be canceled, suspended, or voided by either
Party (the contractor or the insurer) or reduced in coverage or in
limits except after 30 days written notice has been given to the
agency. Ten-day written notice of cancellation is acceptable for
non-payment of premium. Notifications shall comply with the standard
cancellation provisions in the contractor's policy.

B.  Neither the acceptance of the completed work nor the payment thereof shall release
the contractor from the obligations of the insurance requirements or
indemnification agreement.

C. The insurance companies issuing the policies shall have no recourse
against the agency for payment of premiums or for assessments under
any form of the policies.

D. Any failure of the contractor to comply with reporting provisions of the policy shal
not affect coverage provided to the agency, its officers, agents, employees and
volunteers.

D. Acceptability of Insurers

All required insurance shall be provided by a company or companies lawfully authorizedtodo -~
business in the jurisdiction in which the project is located. Insurance shall be placed with insurers. -
with a A.M. Best's rating of A-:VI or higher. This rating requirement may be waived for workers: -
compensation coverage only of the policy shall not affect coverage provided to the agency, its if -~
at any time an insurer issuing any such policy does not meet the minimum A.M. Best rating, the -
contractor shall obtain a policy with an insurer that meets the A M. Best rating and shall submit
another certificate of insurance as required in the contract.

E. Verification of Coverage

Contractor shall furnish the agency with certificates of insurance reflecting proof of required
coverage. The certificates for each officers, agents, employees and volunteers. Thereof shall
release the contractor from the obligations of the insurance policy are to be signed by a person
authorized by that insurer to bind coverage on its behalf, The certificates are to be received and
approved by the agency before work commences and upon any contract renewal thereafter.

In addition to the certificates, contractor shall submit the declarations page and the cancellation
provision endorsement for each insurance policy. The agency reserves the right to request
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complete certified copies of all required insurance policies at any time. Upon failure of the
contractor to furnish, deliver and maintain such insurance as above provided, this contract, at the
election of the agency, may be suspended, discontinued or terminated. Failure of the
Contractor to purchase and/or maintain any required insurance shall not relieve the contractor
from any liability or indemnification under the contract.

F. Subcontractors

Contract shall include all subcontractors as insureds under its policies or shall be responsible for
verifying and maintaining the certificates provided by each subcontractor. Subcontractors shall

be

subject to all of the requirements stated herein. The agency reserves the right to request copies
of subcontractor's certificates at any time.

G. Workers Compensation Indemnity

In the event contractor is not required to provide or elects not to provide workers compensation
coverage, the parties hereby agree that contractor, its owners, agents and employees will have
no cause of action against, and will not assert a claim against, the state of Louisiana, its
departments, agencies, agents and employees as an employer, whether pursuant to the
Louisiana workers compensation act or otherwise, under any circumstance. The parties also
hereby agree

that the state of Louisiana, its departments, agencies, agents and employees shall in no
circumstance be, or considered as, the employer or statutory empioyer of contractor, its owners,
agents and employees. The parties further agree that contractor is a wholly independent
contractor and is exclusively responsible for its employees, owners, and agents. Contractor
hereby agrees to protect, defend, indemnify and hold the state of Louisiana, its departments,
agencies, agents and employees harmless from any such assertion or claim that may arise from
the performance of this contract.

H. Indemnification/Hold Harmless Agreement

Contractor agrees to protect, defend, indemnify, save, and hold harmiless, the state of louisiana,
all state departments, agencies, boards and commissions, its officers, agents, servants,
employees, and

volunteers, from and against any and all claims, damages, expenses, and liability arising out of
injury or death to any person or the damage, loss or destruction of any property which may
occur, or in any way grow out of, any act or omission of contractor, its agents, servants, and
employees, or any and all costs, expenses and/or attorney fees incurred by contractor as a result
of any claims, demands, suits or causes of action, except those claims, demands, suits, or causes
of action arising out of the negligence of the state of Louisiana, all state departments, agencies,
boards, commissions, its officers, agents, servants, employees and volunteers.

Contractor agrees to investigate, handle, respond to, provide defense for and defend any such
claims, demands, suits, or causes of action at its sole expense and agrees to bear all other costs
and expenses related thereto, even if the claims, demands, suits, or causes of action are
groundless, false or fraudulent.
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I. Third Party Beneficiaries

Both bidder/contractor and the state understand and agree that the terms and conditions of this
contract are not intended to nor do they confer any rights, benefits, or remedies upon any person
or entity other than the parties hereto.

FOR PRICING ONLY / URL catalog: shall be a State of Louisiana contract dedicated and
secured site requiring a_single login specific 1D and password; shall be approved by the Office

of State Purchasing; and available within forty-five (45) days of signing the participating
agreement for the purpose of accessing pricing only. A link from the Office of State Purchasing
website will be provided upon approval of the contractor’s URL. Approval of the web presence
will include but not necessarily limited to the following criteria:

IMPORTANT: Independent Stationers shall provide to the State an implementation plan
with schedule, which in the State’s sole judgment serves as sufficient and appropriate
confirmation that Independent Stationers will implement within forty-five (45) consecutive
calendar days after date of signing Participating Agreement, a DEDICATED customized
eCommerce catalog, in full accordance with the above requirements for same.

State Purchasing requires “eCommerce” capability for this contract. The type of eCommerce
catalog expected on this contract is known in the industry as a “customized eCommerce
catalog.” eCommerce capability is a mandatory requirement of the contract.

Contractor shall dedicate an eCommerce catalog site to this contract that shall be
LOCKED such that it cannot be modified by any party other than the contractor explicitly.
The eCommerce shall be constructed, implemented, and maintained by the contractor,
NOT the State.

Verified compliance by the contractor of required, optional, and prohibited information as
set forth herein and as noted in attached Appendix “A” Catalog Contract.

All items on the dedicated and secured site shall be net priced. At all times, contractor shall
correctly price each and every item offered under the contract: (a) in the eCommerce
catalog site, (b) in all electronic files sent to the State and contract users and/or the contract
administrator.

PRICE LISTS & UPDATES: Within three (3) days after activation of the URL

(electronic catalog), the Contractor shail furnish a "hard copy" and/or an electronic copy
(at State’s option) of the net price list of all items included for purchase on the site.
(Excluded items shall neither be included on this net price list nor available on the URL.)
The first eligible prices increase shall be April 1 and October 1, in accordance with the
Multi State Contract and approved by the Prince William County Schools (PWCS). No
other additions will be allowed unless approved by the Prince William County Schools
(PWCS). These approved additions or any items that are discontinued by a manufacturer
shall be immediately communicated to the Office of State Purchasing by the Contractor.



All correspondence, emails, etc. to agencies are to be approved in advance by the Office
of State Purchasing.

Site must include e-mail capability with contractor’s assigned state contract
administrator and contact information, approved State of Louisiana identifying
information, a contract number and approved contract highlights, provisions for specific
pop-up announcements relative to contract actions, etc. Contractor shall complete

requested updates within 48 hours of request.

Contractor must provide a current list of names and contact information for all
Contractor’s sales representatives assigned to support the contract, identifying the
geographic area assigned to each one.

Manufacturer’s (OEM’s) SKU, exactly as listed in Independent Stationers Price File.

It is specifically NOT permitted to include any MSRP display on the dedicated
eCommerce catalog.

If a user selection of an item offered on the eCommerce catalog site results in the
display of an item other than the selected item, the eCommerce site may be immediately
removed from the on-line contract by the State.

Brief item description suitable for product ordering purposes, unit of measure (i.e. the
selling unit, such as each, pair, dozen, gross, box, set, carton, etc), including package
quantity contained within selling unit. It is imperative that in this description the user be
specifically informed as to exactly how many of the product they are ordering. For
example, if the product is sold by the case, and each case contains twelve packs, and
each pack contains two each of such product, the information provided on the punch-out
MUST be sufticient for the user to understand that the purchase would include: 1 case x
12 packs x 2 product units/pack = 24 each of the actual item being purchased. Site shall
have item status that provides stock availability.

Should have photograph, or drawing if photograph not available

Site shall have a wide variety of intuitive help functions such as, but not limited to:
¢ navigating within the site
create list
internal search by keyword, description & item number
browse
filtering
a. access to numerous recycled, environmentally friendly green-based product
offerings designated by icons
b. Contractor shall “block out” or filter those product categories and items
previously identified as excluded under the resulting contract. The state
reserves the right to make further modifications as needed.
e sort by
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(a) Relevance
(b) Popularity
(c) SKU

¢ order tracking
¢ shopping cart

The contractor shall ensure and is responsible for all information on the internet website
for being accurate and current.

No disclaimer of any type shall be allowed by contractor, example: “we reserve the right
to substitute with similar items of comparable quality etc.”, this includes verbiage on
electronic quotes, shopping list, invoices etc.

The contractor must maintain a database for each user agency, identifying the entity by a
unique number, and containing an up-to-date listing of items which have been ordered
during the life of the contract; the date and status of each order (including the date of
delivery); the quantity and pricing, as well as the contact information for the individual
at the agency that placed the order.

NO SUGGESTIONS FOR ALTERNATE ITEMS: It is strictly prohibited for contractor
to suggest, on the punch-out catalog site or on any related internet site intended for this
contract, that any item is an alternate to a user-selected contract item, regardless of
whether such alternate is itself a contract item or not. Furthermore, it is strictly
prohibited that user selection of an item result in the display of a page(s) of “alternate
items,” even if contractor does not by explicit words promote such items as alternates.
Failure of the contractor to comply with this requirement may result in removal of the
contractor’s punch-out site in accordance with the process described elsewhere herein.

The following information will not be associated with or allowed in this catalog URL
site. If the URL site is found to have any of the features below or any other deemed
inappropriate by the Office of State Purchasing, the URL will be suspended until such
time the reason for the suspension has been resolved.

1. Files for download

2. Drawings for prizes

3. Free give-aways

4. Inappropriate advertising of products not approved for sale through this catalog
contract.

5. Customer information cannot be sold to outside interest

6. Terms and conditions that ar¢ in conflict with the Laws of the State of

Louisiana

Any such electronic shopping/order system shall be in compliance with ail applicable
patent, copyright and/or property right laws for such electronic systems. Any such
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systems must also have prior approval of the Office of State Purchasing before
implementation.

13. Training:

A. The local servicing dealers must be fully educated and trained relative to Multi State Contract
R-LB-13042 and the State of Louisiana specific terms and conditions governing the
contract.

B. The contractor shall be charged with training State agencies and approved quasi and politicai
subdivisions personne! in the use of this shopping/ordering tool and Participating Agreement.
This training may be through training sessions, webinars and support services.
Responsibilities for this training also include some instructions that will be specific to the
AGPS (Automated Government Purchasing System) and the state’s new purchasing system
ERP (Enterprise Resource Planning) ordering process. Training is to be provided as nceded
or requested during the period of the contract. Training locations may include a local agency
site, regionalized groups, State training facilities, the contractor’s location, etc. All facilities,
supplies, equipment, and related costs required to conduct the training are the responsibility of
the contractor. Training will cover basic use of the website, performing searches, ordering,
invoicing, credits, etc.

14, Termination for Cause: The State may terminate this Participating Addendum, State Contract
Number 409826, or any order issued pursuant to State Contract Number 409826 for cause based
upon the failure of Contractor to comply with the terms and/or conditions of this Participating
Addendum, State Contract Number 409826 shall terminate on the date specified in such notice. The
Contractor may exercise any rights available to it under Louisiana law to terminate for cause upon the
failure of the State to comply with the terms and conditions of this Participating Addendum, State
Contract Number 409826, or any order issued pursuant to State Contract Number 409826, provided
that the Contractor shali give the State written notice specifying the State’s failure and a reasonable
opportunity for the State to cure the defect.

A. Termination for Convenience: The State may terminate this Participating Addendum, State
Contract Number 409826, or any order issued pursuant to State Contract Number 409826 at

any time by giving thirty (30) days wriften notice to contractor of such termination or

negotiating with the Contractor an effective date.

B. Termination for Non-Appropriation of Funds: The continuation of this Participating
Addendum, State Contract Number 409826, or any order issued pursuant to State Contract
Number 409826 is contingent upon the continuation of an appropriation of funds by the
legislature to fulfill the requirements of this Participating Addendum. State Contract Number
409826, or any order issued pursuant to State Contract Number 409826. If the legislature fails
to appropriate sufficient monies to provide for the continuation of this Participating Addendum,
State Contract Number 409826, or any order issued pursuant to State Contract Number
409826, or if such appropriation is reduced by the veto of the Governor or by any means
provided in the appropriations act or Title 39 of the Louisiana Revised Statutes of 1950 to
prevent the total appropriations for the year from exceeding revenues for that year, or for any
other lawful purpose, and the effect of such reduction is to provide insufficient monies for the
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continuation of this Participating Addendum, State Contract Number 409826, or any order
issued pursuant to State Contract Number 409826; this Participating Addendum, State
Contract Number 409826, or any order issued pursuant to State Contract Number 409826
shall terminate on the date of the beginning of the first fiscal year for which funds are not
appropriated.

Contractor should be aware that our legislative process is such that it is often impossible to give
prior notice of the non-appropriation of funds.

15. “LACARTE” PROCUREMENT CARD PURCHASES: The State of Louisiana has implemented a
purchasing card program, “LaCarte”, using the Visa® platform. Contractors may receive
payment from State Agencies by accepting the purchasing card in the same manner as other Visa
purchases. “l.aCarte” acceptance is not mandatory nor will it be the exclusive method of

payment.

A purchase order will not be issued for purchases paid by the “LaCarte” procurement card —
VISA. All terms and conditions of this Participating Agreement will apply to the credit card

purchases.
The orders must be placed against the contract net discounted prices.

The Contractor must keep on file a record of alf orders for purchases paid by the “LaCarte”
procurement card — VISA, issued against the Contract during the Contact period where a
purchase order was not issued. Contractor will be required to furnish the State with the
following information: item number, quantity, line tota! and order total, as part of the
provided quarterly utilization reporting.

16. Exclusions: The following categories are excluded from purchase under this contract and are not meant to be
all inclusive. This list of exclusions may be amended as required during the contract period, including any
item, or groups of items, amount, efc. at the State's discretion upon written notification to the contractor.

Janitorial and cleaning supplies

Janitorial equipment

Furniture

All eligible items with a net discounted price greater than $1000

s Cleaning and Break room items
s Computers and peripherals

¢ Copy paper/xerographic paper
s Ink/Toner

» Printer supplies

¢ Ribbons

e Safety and Security

¢ Shredders

L

L]

L ]

]
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17.

18.

Note: This list is not meant to be all inclusive and can be amended by the Office of State Purchasing.
Where abnormally high quantities for a particular item exist with a total exceeding $25,000,
agency is to research the possibility of bidding out for a better price.

Price Reductions: Whenever there is a reduction in price, which is lower than the contract price
offered to similarly situated customers contracting for the same period and under the same terms and
conditions, this reduction must be presented directly to the Office of State Purchasing. No price
reduction on a statewide contract may be offered 10 any agency unless that reduction is offered to all

agencies.

Deliveries: Deliveries shall be made Monday through Friday, 8:00 a.m. to 5:00 p.m., except on
State declared holidays. Political subdivisions and quasi agencies authorized to purchase under this
contract may not observe the same holidays as State agencies.

Orders placed by 4:00 p.m. local time will be delivered within seven (7) days with the exceptions of
non-metropolitan areas (7-10 days delivery), special order items, large volume orders, back ordered
items and they will be delivered on the next available business day

These exceptions will be delivered as they become available per the delivery description provided at
the time of order placement.

Desk Top Delivery:

All deliveries against this contract shall be considered inside delivery with no additional charge. All
deliveries shall be delivered to either a designated desktop, multiple locations existing at the same
address (such as a university campus, hospital, office complex, etc.), such shipment could be to an
individual’s office, workstation, the customer’s warehouse, central stores, etc. at the discretion of the
ordering agency, or a single dock delivery based upon the needs of the user.

Over the Counter (OTC) purchases are not available under this contract,

19. Ordering/Delivering/Receiving:

A. Orders may be placed by users on-line, by facsimile, mail, and telephone at the discretion of
the user.

B. Contractor shall provide confirmations of order receipts and credit returns.

C. Contractor shall have in place a process to notify the ordering agency of any discrepancies

related to the order, i.e. pricing, incorrect stock numbers, unit of measures, etc. within eight
(8) hours of receipt of order, in order to provide the agency timely resolutions.

D. Contractor shall have a process in place whereby agencies may opt to “kill” an order in its
entirety or any portion thereof that is not filled /delivered. This process normally is
determined at time of establishment of the account.

E. Contractor shall include a packing slip for each order delivered, which will be used for
receiving delivered items. All items not included in the order shall be noted on this packing
slip. The packing slip shall include, but not necessarily limited to, the following:

1. Agency assigned order number

2. Ship-to Address, Contact Name and Telephone Number
3. Bill to Address

4. Date of Order

i1



5. Contract Number
6. Catalog Stock Number, item Description, Net Unit Cost, Unit of Measure
7. Quantity Ordered, Quantity Shipped
8. Extended and Total Dollar Amounts
9. Agency’s Account Number
10. Items on backorder
Contractor shall provide an appropriate document, which serves as a “proof of delivery”
which will be signed by customer at time of receipt of order. This document must list the
agency assigned order number, number of packages received, delivery address, and
contact person and telephone number. This is minimal information to ensure the proper
matching of document with the packing slip, agency assigned order number, and the
invoice number.
The detection of any order for which a product is filled with a substitute item may be
grounds for immediate temporary loss of selling privileges or permanent removal from the
contract.

20. Imvoicing:

A,

Mo

It is necessary that the contractor provide multiple method of billing to meet the unique
requirements of the different State agencies and other approved ordering entities. The
contractor shall offer a bill complete invoice (a single invoice per purchase order, regardless
of the number of shipments required to complete the order) or a bill by shipment invoice
(receive one bill per delivery) at the discretion of the agency.

The contractor shall submit the invoice in accordance with the “bill to” address instructions
on the agency’s order.

The invoice shall include, but not necessarily limited to, the following:

Agency assigned order number

Ship-to Address, Contact Name and Telephone Number

Bill-to Address

Date of Order

Contract Number

Catalog Stock Number, Item Description, Net Unit Cost, Unit of Measure

Quantity Ordered, Quantity Shipped

Extended and Total Dollar Amounts

Agency’s Account Number

Non-contract items are NOT permitted to appear on the invoices.

The contractor shall resolve all invoice discrepancies within five (5) business

days from notification.

Payment is to be made within 30 days after receipt of properly executed invoice or delivery,
whichever is later.

e N A

21. Product Returns:

A.

Condition of Merchandise: All returns must be received by Independent Stationers in
resalable condition with all original packing materials, parts and accessories intact and in new
condition. Independent Stationers reserves the right to deny any return or exchange or credit if
a product is not in original/resalable condition.
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22,

23.

B. For returns which meet the Condition of Merchandise, there will be no restocking fee if
Independent Stationers is notified within 30 days.

C. For Damaged Merchandise there will be no restocking fee if Independent Stationers is
notified within 10 days. After 10 days the restocking fees apply. Shipments received with any
visible damage to the contents or packing materials should be noted on the delivery Receipt or
Bill of Lading at the time of delivery and/or refuse shipment. The Participating Public Agency
must notify and request the RMA number within 10 days to avoid any restocking fee.

D. Restocking fees apply only if a user does not notify Independent Stationers of a return or
damaged item within the policy notification as stated below:

1-10 days - 0%
11-30 days - 5%
31-60 days - 15%
61+ days no returns

E. Exclusions and Exceptions: Special Orders, Customer Items and Manufacturer Direct to
include custom stamps, food, dated goods and items not normally stocked but special ordered
from the manufacturer. These items are only returnable in the event of a manufacturers defect
or incorrect shipment.

F.. The contractor shall promptly credit the invoice and issue a credit notification to the affected

agency.

Back Orders: The contractor shall notify the agency within eight (8) hours of receipt of an order of
any item on the order that cannot be filled within the specified delivery period. The balance of the
order is not to be held due to the back order item(s). Backorders by the contractor shall be filled
within five (5) business days of original order. The contractor shall provide the following information
about pending backorder(s): item description, manufacturer’s SKU, reason for shortage, and plan of
action. The contractor shall have the ability to provide expected/anticipated delivery dates for back

ordered items.

Contractor shall have a process in place whereby agencies may opt to “kill” an order in its
entirety or any portion thereof that is not filled /delivered. This process normally is determined at
time of establishment of the account.

Contract Reporting Requirements: The Contractor shall electronically supply to the Office of
State Purchasing an Excel or tab delimited report on a quarterly basis or upon request, delineated by
State agencies and quasi/political subdivision. The report shall reflect monthly information and shalt
be submitted within ten (10) business days after the close of each quarter. The Office of State
Purchasing reserves the right to validate the accuracy of the information in all required reports.
Failure to submit timely and accurate information will result in removal from the catalog contract
program and/or cancellation of the contract. The contents of the report shall include, but not
necessarily limited to the following:

1) Total dollars invoiced by each agency, for all users.

2} Environmentally Friendly/Recycled Products purchased
3) Ship to/Bill to addresses for all established accounts

4) Order Type: Web, EDI, commercial

5) Payment Type: Credit card or check
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6) Purchase order date, number (if available), and all line items contained in the PO (the
product manufacturer’s SKU, item short description, quantity ordered, unit of measure,
contract unit price, and invoiced unit price)

7) Total number of orders received

8) Invoice Date

9) Number of orders shipped

10) Frequency of purchases by item

24. Customer Service/Support:

25.

26.

27.

A.

This is a critical component of this contract due to its highly transactional and related
activities. Independent Stationers shall ensure that adequate statewide coverage is available.
Local cusiomer contacts are desirable and should be within a reasonable proximity to the
assigned region in order to ensure local face-to-face representation in addressing the day-to-
day varying needs of the agencies.

State’s Abbreviated Planning Regions

D.

Region 1 — New Orleans/St. Tammany area

Region 2 — Greater Baton Rouge

Region 3 - Lafourche /Terrebonne

Region 4 - Lafayette / Iberia area

Region 5 — Beauregard/Calcasieu area

Region 6 — Central including Rapides

Region 7 — Shreveport/Bossier area

Region 8 — North East (including Morehouse, West and East Carroil)

Contractor shall maintain customer profiles that include relevant information such as ship to
information, type of delivery required, invoicing preferences, emails, fill/kill ordering

information, etc.

Contractor shali be able to track orders, invoices, shipping, and returns in real time upon
request.

The Contractor shall submit to the Office of State Purchasing any complaint that is not
resolved within five (5) days along with a proposed plan for resolution.

Conference Calls or Meetings: For at least the first six (6) months of the effective date of the
contract, Contractor conference calls or meetings may be required on a frequent basis and thereafter,
if needed. These conference calls and/or meetings shall be at no additional cost to the State.

Minimum Order: There is no minimum order limit and no small order fee.

Rebates: All Rebates will be paid to the State of Louisiana.
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- By EasTEmeme s s T

School Supply Volume [ncentive

School Supply Volume Rebate (paid annually by check)
$250K - $500K 1.0%

$501K - $850K 1.5%

$851K - $1.5M 2.0%

$1.5M - $3M 3.0%

$3M + 4.0%

Office and Schogl Supply Volume Rebate

Office & School Rebate

Supply Volume (paid annually by check)
$500 - $1M 1.5%

$1M - $3.5M 3.0%

$3.5M - $10M 5.0%

$10M + 5.5%

" 28 Modifications: No amendment or variation of the terms of this agreement shall be valid unless made-
writing, signed by the parties and approved as required by law. No oral understanding or agreement: n
incorporated in the contract is binding on any of the parties. '

7= 29, Complete Agreement: This, and by reference the documents in the Order of Precedence, is the comp
agreement between the parties with respect to the subject matter and all prior discussions and negotiations are
merged into this contract. This agreement is entered into with neither party relying on any statement or
representation made by the other party not embodied in this agreement and there are no other agreements
understandings changing or modifying the terms.

IN WITNESS WHEREOF, the parties have executed this Participating Agreement as of the date of

execytio By bath parties below.,

Pa lty: State of Louisiana Contractor: , Indepen
By:,/ y &L: By: !
Name: /3“_/ A, [b/imes Name: ZL%/M frerrice.

Tite: Do £ Shotke [ Tite Ues %f;m«f Py

Date: G271y Date: 62009

t Stationers
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Appendix A
Catalog Contract

REQUIRED INFORMATION

Rev: 12/05/00

The following information will be required in all catalogs. If a catalog URL is submitted and does not
include all the information below, the URL will not be approved until all information is included. The
required information must inciude:

1.

SN

7.
8.
9. Printable list of items selected by entity detailing items, SKU numbers, prices, and unique quote

Brand Name of Products authorized to be sold or identifiable contract name (i.e. State of Louisiana
Schoo! Supply Contract)

Supplier’s name

Supplier’s FEIN number

Supplier’s ordering address

Supplier’s remit-to address

Supplier’s Louisiana’s contract support team includes state contract representatives, technical staff,
customer service representatives, etc, with contract information (email address/fax/toli-free telephone
number, etc.)

List and contact information for contract distributors with their FEIN numbers, if applicable
Supplier’s delivery, maintenance, warranty, and support plans

number. The electronic quote must be valid and retrievable for a minimum of thirty (30) days.

10. A link to a page maintained by the Office of State Purchasing for general ordering instructions.
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