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 Submit Bids To:
CITY OF HOLLYWOOD, FLORIDA

                            City of Hollywood
                            2600 Hollywood Boulevard INVITATION FOR BID
                            Hollywood, Florida 33020
                            Office of City Clerk, Room 221 BIDDER ACKNOWLEDGMENT

Bid Title: Desktop Delivery of Virgin & 
Recycled Copier Paper

Bid No.: F-4250-10-JE

Commodity/Service Required: 
A Cone of Silence is in effect with respect to this 
Bid.  The Cone of Silence prohibits certain 
communications between potential vendors and the 
City.  For further information, please refer to Section 
30.15(F) of the City's Code of Ordinances.

Bid must be received prior to 3:00 P.M., Thursday, 
September 9, 2010  and may not be withdrawn within 90 
calendar days after such date and time.  Bids received by 
the date and time specified will be opened in Room 303.  
All Bids received after the specified date and time will be 
returned unopened.
Procurement Services Contact: Janice English or Danette 
Witherspoon or Joel Wasserman or his designee.
Telephone No.:  (954) 954-921-3553 or (954) 921-3248

BIDDER ACKNOWLEDGMENT

THIS FORM MUST BE COMPLETED AND SUBMITTED ALONG WITH THE COMPLETE BID DOCUMENT BY THE DATE AND 
THE TIME OF BID OPENING.  THE BID SUMMARY SHEET PAGES ON WHICH THE BIDDER ACTUALLY SUBMITS A BID 
AND ANY PAGES UPON WHICH INFORMATION IS REQUIRED MUST BE COMPLETED AND ATTACHED WITH ALL PAGES 
OF THE BID DOCUMENT.
Bidder’s Name: Fed. ID No. or SS Number

Telephone No.:Complete Mailing 
Address: 

Fax No.:

Do You Have a Permanent Office Located in the City of 
Hollywood?
Yes    No 

E-Mail Address:  

Indicate type of organization below: Is the Proposer a City of Hollywood Qualified Local MBE or 
SBE?  Yes     No  

Corporation    Partnership    Individual  
Other 

Certifying Agency: 

ATTENTION:  FAILURE TO SIGN (PREFERABLY IN BLUE INK) OR COMPLETE ALL BID SUBMITTAL FORMS AND 
FAILURE TO SUBMIT ALL PAGES OF THE BID DOCUMENT AND ANY ADDENDUMS ISSUED MAY RENDER YOUR 
BID NON-RESPONSIVE.

CHECK BOX BELOW TO ACKNOWLEDGE THIS BID.

The undersigned bidder certifies that this bid is made without prior understanding, agreement, or connection 
with any corporation, firm or person submitting a bid for the same materials, supplies, services, or equipment,
and is in all respects fair and without collusion or fraud.  I certify acceptance of this bid’s terms, conditions, 
specifications, attachments and addenda.  Further, by checking the Agree box listed below (if submitting Bid 
online) and by signing below in blue ink (if submitting Bid via mail, etc.), pages 2 through 5 are acknowledged 
and accepted as well as any special instruction sheet(s) if applicable. I am authorized to bind performance of this 
bid for the above bidder.

Agree 

Authorized Name (Type or Print)

Authorized Signature

Title Date
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NOTICE TO ALL BIDDERS AND PROPOSERS

Cone of Silence

The City of Hollywood City Commission adopted Ordinance No. O-2007-05, which 
created Section 30.15(E) imposing a Cone of Silence for certain City purchases of 
goods and services.

The Cone of Silence refers to limits on communications held between vendors and 
vendor’s representatives and City elected officials, management and staff during the 
period in which a Formal Solicitation is open.

  The Ordinance does allow potential vendors or vendor’s representatives to communicate 
with designated employees for the limited purpose of seeking clarification or additional 
information.   The names and contact information of those employees that may be 
contacted for clarification or additional information are included in the solicitation.

 The Cone of Silence does not prohibit a vendor or vendor’s representative from 
communicating verbally, or in writing to the City Manager, the City Manager’s designee, 
the City Attorney or the City Attorney’s designee on those procurement items to be 
considered by the City Commission.

The Cone of Silence does not prohibit a vendor or vendor’s representative from making 
public presentations at a duly noticed pre-bid conference or duly noticed evaluation 
committee meeting or from communicating with the City Commission during a duly noticed 
public meeting.  

The Cone of Silence shall be imposed when a formal competitive solicitation has been 
issued and shall remain in effect until an award is made, a contract is approved, or the City 
Commission takes any other action which ends the solicitation.

To view the Cone of Silence, Ordinance No. O-2007-05, go to the City of Hollywood’s 
Official website at http://www.hollywoodfl.org/ConeOfSilence
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CITY OF HOLLYWOOD
TERMS AND CONDITIONS

1. Execution of Bid:  Bid must contain an original signature of an individual authorized to bind the bidder.  Bid must be typed or 
printed in ink.  All corrections made by the bidder to the bid must be initialed by the person signing the bid.  All illegible entries, 
pencil bids or corrections not initialed will not be tabulated.  The original bid conditions and specifications cannot be changed or 
altered in any way.  Altered bids will not be considered.

2. No Bid:  If not submitting a bid, respond by returning this Bidder Acknowledgment form, marking it “NO BID,” no later than the 
stated bid opening date and hour, and explain the reason in the space provided.  Failure to respond without sufficient 
justification may be cause for removal of the bidder’s name from the bid mailing list.

3. Bid Opening:  Shall be public, on date, location and time specified on the bid form.  It is the bidder’s responsibility to assure 
that his bid is delivered at the proper time and place of opening.  Bids which for any reason are not so delivered, will not be 
considered.  It is the bidder’s responsibility to assure all numbered pages of the bid, all attachments thereto  and all addenda 
released are received prior to submitting a bid.  All bids are subject to the conditions specified herein on the attached bid 
documents and on any addenda issued thereto.

4. Addenda to Bid:  The City of Hollywood reserves the right to amend this bid prior to the bid opening date indicated.  Only 
written addenda will be binding.  The City is not bound by any oral representations, clarifications, or changes made in the written 
specifications by the City’s employees, unless such clarifications or changes are provided to bidders in written addendum form.

5. Prices Quoted:  Deduct trade discounts and quote firm net prices.  Give both unit and extended total.  Prices must be stated 
in units to quantity specified in the bidding specifications.  In case of discrepancy in computing the amount of the bid, the unit 
price quoted will govern and the total will be adjusted accordingly.  All prices quoted shall be F.O.B. destination, freight prepaid.  
(Bidder pays and bears freight charges.  Bidder owns goods in transit and files any claims), unless otherwise stated in Special 
Conditions.  Cash discounts for prompt payment will not be considered in determining the lowest net cost for bid evaluation 
purposes.

6. Withdrawal of Bids:  Bidders may request withdrawal of bid submittal prior to the scheduled bid opening time provided the 
request for withdrawal is submitted to the Director of Procurement Services in writing.  No bids may be withdrawn for a period of 
ninety (90) days after the date of bid opening.

7. Mistakes:  Bidders are expected to examine the specifications, delivery schedules, bid prices and extensions, and all 
instructions pertaining to supplies and services.  Failure to do so will be at bidder’s risk.

8. Taxes:  The City of Hollywood is exempt from Federal Excise and State Sales Taxes on direct purchases of tangible personal 
property. This exemption does not apply to purchases of tangible personal property made by contractors who use the tangible 
personal property in the performance of contracts for the City of Hollywood.  Contractors doing business with the City shall not
be exempted from paying sales tax to their suppliers for materials to fulfill contractual obligations with the City nor shall any 
contractor be authorized to use the City’s tax exemption number in securing such materials.

9. Delivery:  Unless actual date of delivery is specified (or if specified delivery can not be met) show number of days required to 
make delivery after receipt of purchase order in space provided.  Delivery time may become a basis for making an award.  
Delivery shall be within the normal working hours of the user, Monday through Friday, excluding holidays, unless otherwise 
specified and incorporated into contract document.  Delivery shall be to the location specified in the bid specifications.

10. Conditions and Packaging:  Unless otherwise stated in the special instructions to bidders or the bid sheets, or specifically 
ordered from an accepted price list, deliveries must consist only of new and unused  goods and shall be the current standard 
production model available at the time of the bid.  The goods must be suitably packaged for shipment by common carrier.  Each 
container or multiple units or items otherwise packaged shall bear a label, imprint, stencil or other legible markings stating name 
of manufacturer or supplier, purchase order number and any other markings required by specifications, or other acceptable 
means of identifying vendor and purchase order number.

11. Inspection, Acceptance & Title:  Inspection and acceptance will be at destination unless otherwise provided.  Title to or 
risk of loss or damage to all items shall be the responsibility of the successful bidder until acceptance by the buyer, unless loss 
or damage results from negligence by the buyer.  If the materials or services supplied to the City are found to be defective or not 
conforming specifications, the City reserves the right to cancel the order upon written notice to the seller and return product at 
bidder’s expense.

12. Safety Standards:  All manufactured items and fabricated assemblies shall comply with applicable requirements of 
Occupational Safety and Health Act and any standards thereunder.

13. Open-End Contract:  No guarantee is expressed or implied as to the total quantity of commodities/services to be purchased 
under any open end contract.  Estimated quantities will be used for bid comparison purposes only.  The City of Hollywood 
reserves the right to:  issue purchase orders as and when required, or issue a blanket purchase order for individual agencies 
and release partial quantities.  No delivery shall become due or be acceptable without a written order by the City, unless 
otherwise provided in the contract.  Such order will contain the quantity, time of delivery and other pertinent data.  However, on 
items urgently required, the seller  may be given telephone notice, to be confirmed by an order in writing.

14. Contract Period (Open-End Contract):  The initial contract period shall start with the expiration date of the previous 
contract or date of award, whichever is latest, and shall terminate one (1) year from that date, unless otherwise stated within the 
specifications.  The contractor will complete delivery, and the City will receive delivery on any orders mailed to the contractor 
prior to the date of expiration.  The Director of Procurement Services may renew this contract subject to vendor acceptance, 
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satisfactory performance and determination that renewal will be in the best interest of the City. Notification of Intent to Renew 
will be mailed sixty (60) to one-hundred fifty (150) calendar days in advance of expiration date of this contract.  All prices, terms 
and conditions shall remain firm for the initial period of the contract and for any renewal period unless subject to price 
adjustment specified as a “special condition” hereto.In the event services are scheduled to end because of the expiration of this 
contract, the Contractor shall continue the service upon the request of the Director of Procurement Services.  The extension 
period shall not extend for more than ninety (90) days beyond the expiration date of the existing contract.  The Contractor shall 
be compensated for the service at the rate in effect when this extension clause is invoked by the City.

15. Fixed Contract Quantities:  Purchase order(s) for full quantities will be issued to successful bidder(s) after notification of 
award and receipt of all required documents.  Fixed contract quantities up to twenty (20) percent of the originally specified 
quantities may be ordered prior to the expiration of one (1) year after the date of award, provided the contractor agrees to 
furnish such quantities at the same prices, terms and conditions.

16. Payment
A. Payment from City to Contractor: Payment will be made by the City after commodities/services have been received, 

accepted and properly invoiced as indicated in contract and/or order.  Invoices must bear the purchase order number.

B. Payment from Contractor to Subcontractor and Materials Supplier:  When a contractor receives from the City of 
Hollywood any payment for contractual services, commodities, materials, supplies, or construction contracts, the 
contractor shall pay such moneys received to each Subcontractor and Material Supplier in proportion to the percentage of 
work completed by each Subcontractor and Material Supplier at the time of receipt.  If the contractor receives less than full 
payment, then the contractor shall be required to disburse only the funds received on a pro rata basis with the 
Subcontractors and Material Suppliers, each receiving a prorated portion based on the amount due on the payment.  If the 
contractor without reasonable cause fails to make payments required by this section to Subcontractors and Material 
Suppliers within fifteen (15) working days after the receipt by the contractor of full or partial payment, the contractor shall 
pay to the Subcontractors and Material Suppliers a penalty in the amount of one percent (1%) of the amount due, per 
month, from the expiration of the period allowed herein for payment.  Such penalty shall be in addition to actual payments 
owed.  Retainage is also subject to the prompt payment requirement and must be returned to the Subcontractor or 
Material Supplier whose work has been completed, even if the prime contract has not been completed.  The Contractor 
shall include the above obligation in each subcontract it signs with a Subcontractor or Material Suppler.

17. Manufacturer’s Name and Approved Equivalents: Manufacturer’s names, trade names, brand names, information 
and/or catalog number listed in a specification are for information and establishment of quality level desired and are not 
intended to limit competition.  The bidder may offer any brand which meets or exceeds the specifications for any item(s).  If bids 
are based on equivalent products, indicate on the bid form the manufacturer’s name and catalog number.  Bidder shall submit 
with his bid complete descriptive literature and/or specifications.  The bidder should also explain in detail the reason(s) why and 
submit proof that the proposed equivalent will meet the specifications and not be considered an exception thereto.  The City of 
Hollywood reserves the right to be the sole judge of what is equal and acceptable.  Bids which do not comply with these 
requirements are subject to rejection.  If Bidder fails to name a substitute it will be assumed that he is bidding on goods identical 
to bid standard, and he will be required to furnish such goods.

18. Variations to Specifications:  Bidder must indicate any variance to our specifications, terms and/or conditions, no matter 
how slight.  If variations are not stated in the Bid, it will be assumed that the product or service fully complies with our 
specifications, terms and/or conditions.  The City will not interpret variances based on any attached sales or manufacturer’s 
literature unless otherwise specified herein by the City.

19. Interpretations:  Any questions concerning conditions and specifications shall be directed in writing to the Procurement
Division.  No interpretation(s) shall be considered binding unless provided to all Bidders in writing by the Director of the 
Procurement Services.

20. Awards:  If a specific basis of award is not established in the invitation for Bid, the award shall be to the responsible 
bidder with the lowest responsive bid meeting the written specifications.  As the best interest of the City may require, the 
right is reserved to make award(s) by individual commodities/services, group of commodities/services, all or none or any 
combination thereof.  When a group is specified, all items within the group must be bid.  A bidder desiring to bid “No Charge” on 
an item in a group must so indicate, otherwise the bid for the group will be construed as incomplete and may be rejected.  
However, if bidders do not bid all items within a group, the City reserves the right to award on an item by  item basis.  When a 
group bid is indicated for variable quantities and the bid for the group shows evidence of unbalanced bid prices, such bid may 
be rejected.  The Director of Procurement Services, or the City Commission, whichever is applicable, reserves the right to waive 
technicalities and irregularities and to reject any or all bids, or any part of any bid.  The City also reserves the right to
award any resulting agreement as it deems will best serve the interests of the City.

21. Warranty:  The bidder should specify any warranty applicable to the items bid, and attach any applicable warranty form.

22. Samples:  Samples of items, when required, must be furnished by bidder free of charge to the City.  Each individual sample 
must be labeled with bidder’s name, manufacturer’s brand name and be delivered by him within ten (10) calendar days of the 
bid opening unless the schedule indicates a different time or unless submission is required before the bid opening.  If samples 
are required subsequent to the bid opening, they should be delivered within ten (10) calendar days of the request.  The City will 
not be responsible for returning samples.

23. Patents and Royalties:  The bidder, without exception, shall indemnify and save harmless the City and its employees from 
liability of any nature or kind, including cost and expenses for or on account of any copyrighted, patented or unpatented 
invention, process, or article manufactured or used in the performance of the contract, including its use by the City.  If the bidder 
uses any design, device, or materials covered by letters, patent or copyright, it is mutually agreed and understood without 
exception that the bid prices shall include all royalties or cost arising from the use of such design, device, or materials in any 
way involved in the work.
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24. Assignment:  Contractor shall not transfer or assign the performance required by this bid without the prior written consent of
the Director of Procurement Services.  Any award issued pursuant to this bid invitation and the monies which may become due 
hereunder are not assignable except with the prior written approval of the Director of Procurement Services.

25. Indemnification:  The Contractor shall indemnify, hold harmless, and defend the City of Hollywood, its officers, agents and 
employees from and against any and all claims, damages liability, judgements or causes of action including costs, expenses 
and attorneys fees incurred as a result of any error, omission or negligent act by the Contractor its officers, employees, agents, 
subcontractors or assignees arising out of this bid.

26. Equal Employment Opportunity:  No Contractor shall discriminate against any employee or applicant for employment 
because of race, religion, color, sex or National origin, or physical or mental handicap if qualified.  Contractor shall take 
affirmative action to ensure that applicants are employed, and that employees are treated during their employment without 
regard to their race, religion, color, sex or National origin, or physical or mental handicap.  Such actions shall include, but not be 
limited to the following:  employment, upgrading, demotion, or transfer, recruitment or recruitment advertising, layoff or 
termination, rates of pay or other forms of compensation;  and selection for training, including apprenticeship.  The Contractor 
agrees to post in conspicuous places available to employees and applicants for employment, notices setting forth the provisions 
of this non-discrimination clause.  The Contractor further agrees that he/she will ensure that Subcontractors, if any, will be made 
aware of and will comply with this nondiscrimination clause.

27. Minority Business Enterprise and Local Small Business Enterprise Participation:  The City of Hollywood is 
strongly committed to ensuring the maximum participation of qualified local minority business and qualified local small business 
enterprises (MBEs/SBEs) as defined in the City of Hollywood’s Local MBE/SBE Program on City projects as contractors and 
subcontractors for the procurement of goods and services.  

Notification is hereby given that qualified local minority business and qualified local small business enterprises are encouraged 
to participate in the City of Hollywood’s Local Minority Business Enterprise and Local Small Business Enterprise Program by 
submitting a bid/proposal package for this project.  Local Minority Business Enterprise and Local Small Business Enterprise 
Program information and application can be obtained by visiting www.hollywoodfl.org/minority-small-business-enterprise/.

Bidders/Proposers are hereby notified that qualified local minority business enterprises and qualified local small business 
enterprises shall have the maximum opportunity to compete for and perform such contracts and subcontracts and provide 
material supplies for such contracts and subcontracts in accordance with the City’s Local Minority Business Enterprise and 
Local Small Business Enterprise Program.  Bidders/Proposers should complete the “Tabulation of Subcontractors and Material 
Suppliers” form (Exhibit A) listing all subcontractors and materials suppliers, including qualified local minority business 
enterprise and qualified local small business enterprise subcontractor and material suppliers that will participate on this project.

Enforcement of Program Any individual or entity that engages in fraud, misrepresentation, or other wrongful conduct, whether by 
act or omission, related to its participation in, or eligibility to participate in the City of Hollywood’s qualified local MBE/SBE 
obligations under a city contract, shall be in violation of the Program.  This determination shall be solely at the discretion of the 
City.

Violators of the City’s Local Minority Business Enterprise and Local Small Business Enterprise Program may be subject to, on 
an individual and/or entity basis, debarment or suspension from participating in the City’s contracts in accordance with the City 
of Hollywood’s Debarment and Suspension Policy.

28. Local Preference:  The City, pursuant to §38.50 of the City of Hollywood Code of Ordinances, shall grant a preference in the 
amount of five percent (5%) up to $100,000 and two percent (2%) thereafter of the Bid price to vendors whose permanent 
business location is within Hollywood, Florida.  The Vendor shall have the burden of demonstrating that it maintains an office or 
other site where it operates, conducts, engages in or carries on all or a portion of its business within Hollywood, Florida. All 
supporting documentation (e.g. City of Hollywood valid local business tax receipt) for local preference eligibility must be received 
with the bid package prior to the bid opening date and time.

29. ADA Compliance:  “Persons with disabilities who require reasonable accommodation to participate in City Programs and/or 
services may call the Equal Opportunity Manager, Office of Human Resources and Risk Management (954) 921-3218.  If an 
individual is hearing or speech impaired, please call Florida Relay Service 1-800-955-8771.

30. Public Entity Crimes:  “A person or affiliate who has been placed on the convicted vendor list following a conviction for a 
public entity crime may not submit a bid on a contract to provide any goods or services to a public entity, may not submit a bid 
on a contract with a public entity for the construction or repair of a public building or public work, may not submit bids on leases 
of real property to a public entity, may not be awarded or perform work as a contractor, supplier, subcontractor, or consultant 
under a contract with any public entity, and may not transact business with any public entity in excess of the threshold amount 
provided in Section 287.017 for CATEGORY TWO for a period of 36 months from the date of being placed on the convicted 
vendor list.”
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BID FORM
CITY OF HOLLYWOOD, FLORIDA

“AN EQUAL OPPORTUNITY AND SERVICE PROVIDER AGENCY”

Special Instructions to Bidders (In addition to General Conditions)

SUBMISSION OF FORMAL SEALED BIDS:  The Invitation for Bid form must be executed and 
submitted with all bid sheets and should be in a sealed envelope.  The original should be signed 
in blue ink. The pricing page must be completed in its entirety (all spaces must be filled, no
spaces are to be left blank).  Bids not submitted on bid sheets and spaces left blank on the pricing 
page may be rejected.  The Bidder must check for any addendums to this bid, and continue to 
check for any addendums up to the due date and time of this bid.  The face of the envelope should 
contain the vendor’s name, return address, due date and time of bid opening, and bid number.  All 
bids are subject to the conditions specified herein.  Those which do not comply with these 
conditions are subject to rejection.

PURPOSE:
The City of Hollywood, Florida is seeking bids to establish a one (1) year open-end 
agreement with an option to renew for two (2) additional one (1) year periods for the 
purchase of Carton Packed, Virgin and Recycled Copier Paper for use by various 
Departments/Divisions of the City for desktop delivery.  Bids will only be accepted from 
vendors within the tri-county area (Dade, Broward and Palm Beach County).

No guarantee is expressed or implied as to the total quantity of copier paper to be 
purchased under this open-end agreement.  The City of Hollywood reserves the right to 
place orders as and when required.  No delivery shall become due or be acceptable 
without a written order by the City.  Such order will contain the quantity, time of delivery 
and other pertinent data.  If urgently required, the seller may be given telephone notice, 
to be confirmed by an order in writing.

The agreement period shall start with the date of award or expiration of current agreement, 
whichever is later, and shall terminate one (1) year from that date.  The Contractor will 
complete delivery, and the City will receive delivery on any orders mailed to the Contractor 
prior to the date of expiration.  The City may renew this contract for a second and third 
period subject to vendor acceptance, satisfactory performance and determination that 
renewal will be in the best interest of the City. Notification of intent to renew will be mailed 
sixty (60) calendar days in advance of expiration date of this contract.  All terms and 
conditions shall remain firm for the initial period of the agreement and for any renewal 
period.  The City of Hollywood reserves the right to terminate this agreement, with or 
without cause, with thirty (30) days written notification.

Manufacturers’ names, trade names, brand names and information listed in the 
specifications are for information and establishment of quality level desired and are not 
intended to limit competition.  The Bidder must bid on the Weyerhauser Laser copy paper 
as first choice of the City.  Thereafter, if the Bidder wishes to offer an alternate brand which 
meets or exceeds the specified brand, the City will evaluate accordingly.  If bids are based 
on equivalent products, indicate the manufacturer’s name and catalog number on the Bid 
Form.  Bidder shall submit complete descriptive literature and/or specifications with his bid.  
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The Bidder should also explain in detail the reason(s) why and submit proof that the 
proposed equivalent will meet the specifications and not be considered an exception 
thereto.  The City of Hollywood reserves the right to be the sole judge of what is equal and 
acceptable.  Bids which do not comply with these requirements are subject to rejection.  If 
Bidder fails to name a substitute, it will be assumed that he is bidding on, and will be 
required to furnish, the product identical to Bid Standard.

Current usage of Virgin Copier Paper is approximately 530 cartons per year.

Termination

The City of Hollywood reserves the right to cancel this agreement with or without cause.

The City of Hollywood currently utilizes three (3) methods for purchasing and delivering 
Copier Paper.

METHOD:

The Contractor shall implement a Carton Packed, Virgin and Recycled Copier Paper Supply 
Procurement System utilizing an authorized fax order form.  The system will offer expeditious 
delivery of requested paper supplies to all requesting Departments/Divisions within the City 
limits.  Please utilize Procurement methods as listed on pages 10-11 of this bid.

SPECIFICATIONS:

This specification consists of two (2) types of cut-size bond paper.  This paper shall be for 
office use and various publication reproduction purposes including xerographic processes.

Paper provided under this specification shall meet the following requirements:

Virgin Paper
            

1. Virgin paper shall contain no recycled materials.

2. Paper bid shall be a dual-purpose bond – unwatermarked – Grade #4 – 20 
lb. (75 g/m2).

3. Color for paper bid shall be white, minimum brightness of 92%.

4. Size for the paper bid shall be 8½” x 11” and 8½” x 14”.

5. The paper shall be uniform in texture, finish and caliper, shall be free of 
lint, dust, wrinkles, folds and scruff marks and shall lie flat.  Ream edges 
of paper bid shall be straight and not fluted or wavy.

6. Paper shall be cut squarely on all sides and free of knife markings and 
ragged turn edges.
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7. The paper shall be mill-cut, unless otherwise specified, with grain running 
lengthwise the sheet.

        
  Recycled Paper

                          
1. Recycled paper shall contain a minimum of 30% qualified recycled 

content.

2. Paper bid shall be a dual-purpose bond – unwatermarked – Grade #4 – 20 
lb. (75 g/m2).

3. Color for paper bid shall be white, minimum brightness of 92%.

4. Size for the paper bid shall be 8½” x 11” and 8 ½” x 14”.

5. The paper shall be uniform in texture, finish and caliper, shall be free of 
lint, dust, wrinkles, folds and scruff marks and shall lie flat.  Ream edges 
of paper bid shall be straight and not fluted or wavy.

6. Paper shall be cut squarely on all sides and free of knife markings and 
ragged turn edges.

7. The paper shall be mill-cut, unless otherwise specified, with grain running 
lengthwise the sheet.

BID SAMPLES:

Bid sample requirements are as follows:  One (1) ream each of Virgin, 8 ½” x 11” and 
Recycled, 8½" x 11” and 8 ½” x 14” sheet size, to be delivered with the bid.  All samples 
shall be white.  Samples shall be furnished at no expense to the City of Hollywood, 
Florida.

DELIVERY/ORDERS:

1. On all orders, regardless of size or destination, Contractor shall provide 
F.O.B. inside/desktop delivery to the ordering location.

A. Delivery of items shall be made within three (3) business days. 
Any/All additional costs incurred in providing this service shall be the 
sole responsibility of the Contractor.  Should the Contractor be unable 
to deliver items within the specified timeframe, the City may purchase 
item(s) from the vendor of its choice.  It shall be the responsibility of 
the Contractor to reimburse the City for additional expense incurred 
(i.e., difference in cost, delivery expenses, etc.).

2. One (1) carton minimum order is required for “Desktop Delivery”.

3. No restocking fees.
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4. No handling charges will be passed on to the City.

PACKAGING/LABELING:

A. All cut-size paper shall be securely wrapped in moisture resistant material 
at the mill and with content labeling on the end of each ream.  Carton 
containers are to be corrugated and industry standard.  Packing quantities 
shall be:  ten (10) reams per carton.

PRICING:

State the maximum term for which the prices quoted shall be firm.  Thereafter, price 
increases, if any, shall be limited to the actual increase of material cost incurred by the 
Contractor.  Contractor shall furnish copies of supporting documentation from the 
manufacturer (e.g., invoices and letter from the manufacturer detailing the exact material 
increase per unit).  Contractor shall identify the percentage of material cost to be 
allocated based on the agreed upon ratio.  Written notification must be given to the 
City’s Procurement Services Director thirty (30) days prior to implementation and must
have written approval from the Procurement Director prior to implementation.  Example:  If 
a manufacturer increases their cost to the Contractor by $1.00 and the material cost is 
85%, the new price charged to the City will be 85% of the $1.00 increase; therefore, the 
unit price would escalate .85 cents.

The City will not accept pricing through a consortium group. All pricing must be 
based upon manufacturers pricing +/- vendor’s cost.

STOCK LEVELS:

Contractor shall maintain a thirty (30) day stock level.

In the event that a particular approved and awarded manufacturer’s product becomes 
unavailable during the term of the contract, the Contractor may supply a substitute product 
at the bid price or lower, provided that a sample is approved in writing by the Procurement 
Services Director beforehand and that the new product meets or exceeds all quality 
requirements.

In the event of the Contractor’s failure or inability to provide individual products, the City 
reserves the right to secure the item(s) covered hereunder from any contractor of its 
choice.  Purchase of item(s) from the primary Contractor to resume after proper notification 
of availability to the City.

ORDER FORM:

The successful bidder shall provide a fax order form to be authorized and approved by 
the City to accommodate the three (3) ordering procedures, Options A, B and option C 
as identified on the following page. (Sample of current form is attached.)
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MANNER OF PERFORMANCE:

The Contractor shall perform all its obligations and functions under this Contract in 
accordance with the requirements and standards contained herein and in a professional 
and businesslike manner.  The Contractor shall use its best efforts to coordinate its 
activities with and adjust its activities to the needs and requirements of the various users of 
the City.

ORDERING/BILLING PROCEDURES:

Outlined below are the ordering procedures to be used.  Respondents are encouraged to 
suggest any modifications that may improve efficiency:

Option A:

Requisition/Purchase Order Method

1. One (1) master blanket purchase order shall be issued by the City.  A list 
of Department/Divisions, locations and persons authorized to order will be 
provided at this time.  Authorized persons will enter individual orders as 
necessary.

2.  Orders will be placed using the authorized fax order form and an invoice       
forwarded  to the City’s Financial Services Department.

                                                                                                                       
3. A packing slip shall be provided with each delivery.

4. Upon receipt of merchandise, the Department shall acknowledge the 
receipt authorizing payment by the Financial Services Department.

Option B:

“Visa” Procurement Card Method

1. A list of Departments/Divisions, locations and persons authorized to order 
will be provided.  Authorized persons will enter individual orders as 
necessary.

2. Orders will be placed using the authorized fax order form and indicating the 
City of Hollywood’s Visa account number.

3. An itemized receipt shall be provided with each delivery.

4. No invoice is to be sent to the City

5. Orders placed using this option will be processed for payment within 
seventy-two (72) hours. 

6. A packing slip shall be provided with each delivery.
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Option C:

E-Commerce Method

1. Successful bidder is encouraged to provide capability of online ordering for 
Department/Divisions of the City of Hollywood, Florida.

QUALIFICATIONS OF RESPONDENTS:

           A.     The successful bidder must have the ability to accept “Visa” Procurement 
Card Orders.

B. Respondents must include a description of current and previous contracts 
providing the same or similar services called for in our Bid.  List 
government agencies and/or private sector.  Provide company name and 
government entities, addresses, contact person, phone number and dollar 
value of the contract.

C. List of vehicles available to provide service to the City, include make, 
model and age of vehicles.  If sufficient inventory of vehicles is not 
available to provide expedient service to departments/divisions, please 
outline procedure and acquisition of same.

D. The Contractor shall keep current all licenses and permits, whether 
municipal, county, state or federal, required for the performance of its 
obligations and functions hereunder and shall pay promptly when due all 
such fees.

INSPECTION OF FACILITIES:

The City of Hollywood reserves the right to inspect facilities and vehicles prior to award.

Estimated Usage
Estimated Annual Usage – By the Case

Agency
Virgin

8 ½” x 11”
Recycled
8 ½” x 11”

Virgin
8 ½” x 14”

Recycled
8 ½” x 14”

Recycled
11” x 17”

City of Hollywood 500 15 30 5

Note: Estimated quantities stated are for evaluation purposes only.  No guarantee 
is expressed or implied as to the total quantity of copier paper to be 
purchased.
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INSURANCE REQUIREMENTS:

Contractor shall maintain, at its sole expense, during the entire term of this agreement 
the following insurances:

A. General Liability Insurance:

Prior to the commencement of work governed by this contract, the Contractor 
shall obtain General Liability Insurance.  Coverage shall be maintained 
throughout the life of the contract and include, as a minimum:

 Premises Operations
 Products and Completed Operations
 Blanket Contractual Liability
 Personal Injury Liability
 Expanded Definition of Property Damage

The minimum limits acceptable shall be:

$300,000 Combined Single Limit (CSL)

If split limits are provided, the minimum limits acceptable shall be:

$100,000 per Person
$300,000 per Occurrence
$  50,000 Property Damage

B. Vehicle Liability Insurance:

Recognizing that the work governed by this contract requires the use of vehicles, 
the Contractor, prior to the commencement of work, shall obtain Vehicle Liability 
Insurance.  Coverage shall be maintained throughout the life of the contract and 
include, as a minimum, liability coverage for:

 Owned, Non-Owned, and Hired Vehicles

The minimum limits acceptable shall be:

$100,000 Combined Single Limit (CSL)

If split limits are provided, the minimum limits acceptable shall be:

$  50,000 per Person
$100,000 per Occurrence
$  25,000 Property Damage

The City of Hollywood   shall be named as Additional Insured on all policies 
issued to satisfy the above requirements.
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C. Worker’s Compensation:

Prior to the commencement of work governed by this contract, the Contractor 
shall obtain Workers' Compensation Insurance with limits sufficient to respond to 
Florida Statute 440.

In addition, the Contractor shall obtain Employers' Liability Insurance with limits 
of not less than:

$100,000 Bodily Injury by Accident
$500,000 Bodily Injury by Disease, policy limits
$100,000 Bodily Injury by Disease, each employee

Please Note:  The Certificate shall contain a provision that coverage afforded under the 
policy will not be cancelled until at least thirty (30) days prior written notice has been 
given to the City.  In the event the Certificate of Insurance provided indicates that the 
insurance shall terminate and lapse during the period of this Agreement, the vendor 
shall furnish, at least thirty (30) days prior to the expiration of the date of such 
insurance, a renewed Certificate of Insurance as proof that equal and like coverage for 
the balance of the period of the Agreement or extension thereunder is in effect.

The City reserves the right to require any other insurance coverage it deems 
necessary depending upon the exposures.

HOLD HARMLESS AND INDEMNITY CLAUSE:

(Company Name and Authorized Signature, Print Name)
,the contractor shall indemnify, defend and hold harmless the City of Hollywood, its elected 
and appointed officials, employees and agents for any and all suits, actions, legal or 
administrative proceedings, claims, damage, liabilities, interest, attorney’s fees, costs of 
any kind whether arising prior to the start of activities or following the completion or 
acceptance and in any manner directly or indirectly caused, occasioned or contributed to 
in whole or in part by reason of any act, error or omission, fault or negligence whether 
active or passive by the contractor, or anyone acting under its direction, control, or on its 
behalf in connection with or incident to its performance of the contract.

(Company Name and Authorized Signature, Print Name)
further certifies that it will meet all insurance requirements of the City of Hollywood and 
agrees to produce valid, timely certificates of coverage.
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Disclosure of Conflict of Interest:  Vendor shall disclose below, to the best of his or 
her knowledge, any City of Hollywood officer or employee, or any relative of any such 
officer or employee as defined in Section 112.3135, Florida Statutes, who is an officer, 
partner, director or proprietor of, or has a material interest in the vendor’s business or its 
parent company, any subsidiary, or affiliated company, whether such City official or 
employee is in a position to influence this procurement or not.

Failure of a vendor to disclose any relationship described herein shall be 
reason for debarment in accordance with the provisions of the City of 
Hollywood Purchasing Ordinance.

Name   Relationship
  
  

In the event the vendor does not indicate any names, the City shall interpret this to 
mean that no such relationship exists.

This space intentionally left blank.
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“Pricing Page”

NOTE:  Give both unit price and extended total.  Prices must be stated in units to quantity 
specified in the bid specifications. In case of a discrepancy in computing the amount of 
the bid, the unit price quoted will govern and the total will be adjusted accordingly.  No 
spaces are to be left blank, but should be marked as follows:

N/A = Not Applicable
N/C = No Charge
N/B = No Bid

Spaces marked with a zero (0) will be considered no charge.

Desktop Delivery Pricing

Item Est. Qty.      Description Firm Unit 
Price

Est. Total 
Cost

A. 500 Carton Virgin Copier Paper, Size: 8½” x 11”, 
Color: White, Unwatermarked,                                     
20 lb. - Grade 4, (75 g/m2)

$ $

Manufacturer: Weyerhauser Laser Copy

Description: ____________________________________________________

Item Number: ___________________________________________________

Item Est. Qty.      Description Firm Unit 
Price

Est. Total 
Cost

B. 15 Carton Recycled Copier Paper, Size: 8½” x 
11”, Color: White, Unwatermarked,                                     
20 lb. - Grade 4, (75 g/m2)

$ $

Manufacturer: Weyerhauser Laser Copy

Description: ____________________________________________________

Item Number: ___________________________________________________
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Item Est. Qty.      Description Firm Unit 
Price

Est. Total 
Cost

C. 30 Carton Virgin Copier Paper, Size: 8½” x 14”, 
Color: White, Unwatermarked,                                     
20 lb. - Grade 4, (75 g/m2)

$ $

Manufacturer: Weyerhauser Laser Copy

Description: ____________________________________________________

Item Number: ___________________________________________________

Item Est. Qty.      Description Firm Unit 
Price

Est. Total 
Cost

D..    5
 Carton

Recycled Copier Paper, Size: 8½” x 
14”, Color: White, Unwatermarked,                              
20 lb. - Grade 4, (75 g/m2)

$ $

Manufacturer: Weyerhauser Laser Copy

Description: ____________________________________________________

Item Number: ___________________________________________________
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“Desk Top” Delivery: Calendar Days ARO.

Bidder to state the maximum term for which the unit price quoted shall be firm:

.

Bidder accepts Option B:  “Visa” Procurement Card Orders: Yes  No

BIDDER’S NOTE: Award of any bid will require that the successful bidder ensure 
that a properly completed Vendor Registration Form is on file 
with the City.

PLEASE RETURN AN ORIGINAL AND TWO COPIES OF ENTIRE BID DOCUMENT 
IF NOT SUBMITTING BID ON-LINE.
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BID SUBMITTAL COMPLETION CONFIRMATION:

____ I, the Bidder, have completed and signed (preferably in blue ink) all required bid 
document pages.

____ I, the Bidder, acknowledge reading and signing the Hold Harmless Statement.

____ I, the Bidder, have submitted my bid on the bid sheets provided, and 
acknowledge that bids not submitted on bid sheets provided may be rejected.

____ I, the Bidder, have filled in all spaces on the pricing page as noted, and 
acknowledge that bids with spaces left blank on the pricing page may be 
rejected.

____ I, the Bidder, have included all information, certificates, licenses and additional 
documentation as required by the City in this bid document.

____ I, the bidder, have checked for any addendums to this bid, and will continue to 
check for any addendums up to the due date and time of this bid.  

____ I, the Bidder, have included on the face of the envelope, my company name and 
return address, the date and time of bid opening, and the bid number.  

____ I, the Bidder, have submitted one (1) original and two (2) copies of the entire bid 
document and addendums.

____ I have read and completed (if applicable) the “Disclosure of Conflict of Interest”.

____ I, the Bidder, am aware that a Notice of Intent to award this bid shall be posted 
on the City’s website at www.hollywoodfl.org and on the Procurement Services 
bulletin board in room 303 at City Hall, and that it is my responsibility to check for 
this posting. Also, I have provided my email address, as the City, at its discretion, 
may provide me information by such means regarding this procurement process.

____ I, the Bidder, have submitted all supporting documentation for local preference 
eligibility, which must be received with the bid package prior to the bid opening 
date and time (if applicable).

NAME OF COMPANY: ______________________________________________

BIDDER’S NAME: _________________________________________________

BIDDER’S AUTHORIZED SIGNATURE: ________________________________

DATE: _____________________
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EXHIBIT A
Tabulation of Subcontractors and Material Suppliers

The Undersigned states that the following is a complete list of the proposed Subcontractors and Material Suppliers on this Project and the class of work to be performed by each, 
and that such list will not be added to nor altered without written consent of the City of Hollywood. Please add more lines if necessary.

Must provide (Check appropriate Business Type)
Percentage or Price of Local          Local 
Work/ Materials Minority        Small          Other 

Subcontractor Name and Address                                     Class of Work or Material to complete work Business       Business      Business
1.

2.

3.

4.

Local          Local         
Minority        Small          Other

Material Suppliers Name &Address Supply/ Material Business       Business      Business

1.

2.     

3.

4.

Company Name: By: Completion and submission of this form with the bid is
Date: Title: mandatory for bid to be considered responsive!   



F-4250-10-JE

EXHIBIT B
City of Hollywood, FL

Subcontractor and Material Supplier Payment Certification

(Check the category that applies to this certification.  One form to be completed for each Subcontractor and Material 
Supplier)

a. Local SBE Subcontractor/Material Supplier
b. Local MBE Subcontractor/Material Supplier
c. Other Subcontractor/Material Supplier

Release of Lien information (agrees with)  or (does not come from) _____________ Payment Application.

Amount of Contract with Subcontractor   or Material Supplier  $____________________________________.

Amount Paid to Date $ ______________________  Percentage Paid to Date _____________________________

This is to certify that  __________________________________________________________________________
                                                          (Subcontractor of Material Supplier)

Received Partial  or Final  payment in the amount of $__________________________ on ______________
(actual amount)                                  (date)

from ____________________________________________________ for labor  or materials  used on
(Name of Prime Contractor)

_________________________________________________________      _______________________________
             (Contract/Project Name)                                                                             (Contract/Project Number)

Printed ___________________________________________  Signed ___________________________________
                                                                         (Prime Contractor Official)

Sworn to and subscribed before me this _________ day of _________________________ A.D., 20 ___________

____________________________________   ________________________________   ____________________
          (Notary Public)                                                           Commission Expires                        Notary Seal

Printed ___________________________________________   Signed __________________________________
                                    (Official of Subcontractor or Material Supplier  of over $1,000 value)

Sworn to and subscribed before me this _________ day of _________________________ A.D., 20 ___________

____________________________________   ________________________________   ____________________
          (Notary Public)                                                           Commission Expires                        Notary Seal

Due:  Contractor shall provide a partial released of lien for each subcontractor and/or material supplier for amounts over 
$1,000 based on the current schedule of values as attached to each Application and Certificate for Payment.  This partial 
release of lien shall include the percentage of work completed this period and be provided to the City of Hollywood the 
earlier of 30 days after payment made to prime contractor or prior to the next payment request by the prime contractor
.  
NOTE:  If the Contractor without reasonable cause fails to make payment to Subcontractors and/or 
Material Suppliers within 15 working days after receipt by the Contractor of full or partial payment, the 
Contractor shall pay the Subcontractor and/or Material Supplier a penalty in the amount of one percent 
(1%) of the amount due, per month, from the expiration of the period allowed herein for payment.  Such 
penalty shall be in addition to the actual payments owed.


