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Sourcewell Ta

Solicitation Number: RFP#012320

CONTRACT

This Contract is between Sourcewell, 202 12th Street Northeast, P.O. Box 219, Staples, MN
56479 (Sourcewell) and Staples Contract & Commercial LLC, 500 Staples Drive, Framingham,
MA 01702 (Vendor).

Sourcewell is a State of Minnesota local government agency and service cooperative created
under the laws of the State of Minnesota (Minnesota Statutes Section 123A.21) that offers
cooperative procurement solutions to its members. Participation is open to all levels of
governmental entity, higher education, K-12 education, nonprofit, tribal government, and other
public entities located in the United States and Canada.

Vendor desires to contract with Sourcewell to provide equipment, products, or services to
Sourcewell and its Members (Members).

1. TERM OF CONTRACT
A. EFFECTIVE DATE. This Contract is effective August 1, 2020.

B. EXPIRATION DATE AND EXTENSION. This Contract expires April 6, 2024, unless it is cancelled
sooner pursuant to Article 24. This Contract may be extended up to one additional one-year
period upon request of Sourcewell and with written agreement by Vendor.

C. SURVIVAL OF TERMS. Articles 11 through 16 survive the expiration or cancellation of this
Contract.

2. EQUIPMENT, PRODUCTS, OR SERVICES

A. EQUIPMENT, PRODUCTS, OR SERVICES. Vendor will provide the Equipment, Products, or
Services as stated in its Proposal submitted under the Solicitation Number listed above.
Vendor's Equipment, Products, or Services Proposal (Proposal) is attached and incorporated
into this Contract.

All Equipment and Products provided under this Contract must be new/current model. Vendor
may offer close-out or refurbished Equipment or Products if they are clearly indicated in
Vendor’s product and pricing list. Unless agreed to by the Member in advance, Equipment or
Products must be delivered as operational to the Member’s site.
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This Contract offers an indefinite quantity of sales, and while substantial volume is anticipated,
sales and sales volume are not guaranteed.

B. LAWS AND REGULATIONS. All Equipment, Products, or Services must comply fully with
applicable federal laws and regulations, and with the laws of the state or province in which the
Equipment, Products, or Services are sold.

C. WARRANTY. Vendor warrants that all Products and installation thereof will conform to
specifications as stated in manufacturer documentation. Vendor will pass through all
manufacturers’ warranties to Member (copies of such manufacturer warranties provided upon
request). Vendor warrants that all Products branded TRU RED, Perk, NXT Technologies, Union &
Scale, or Coastwide Professional are: (1) merchantable; (2) of good quality and workmanship;
(3) free from defects latent or patent in material design and workmanship for whichever period
is shorter, either (a) one year from the date of purchase, or (b) as otherwise specified on the
packaging of the Products; (4) fit sufficient and safe for their intended purpose and for the
particular purpose for which they were designed; and (5) in conformity with Vendor’s samples,
if any. Vendor warrants that for a period of one year from performance, installation and
assembly Services will meet or exceed generally accepted standards in the industry and will
meet any required specifications mutually agreed upon by Vendor and Member.

Additional warranties applicable to specific product categories, if any, are set forth in Vendor’s
Proposal.

THESE WARRANTIES ARE EXCLUSIVE AND IN LIEU OF ALL OTHERS, ORAL OR WRITTEN, EXPRESS
OR IMPLIED. VENDOR DISCLAIMS ALL WARRANTIES, EXPRESS OR IMPLIED, INCLUDING
WITHOUT LIMITATION, WARRANTIES OF TITLE, NON-INFRINGMENT, MERCHANTABILITY OR
FITNESS FOR A PARTICULAR PURPOSE.

D. DEALERS AND DISTRIBUTORS. Upon Contract execution, Vendor will make available to
Sourcewell a means to validate or authenticate Vendor’s authorized Distributors/Dealers
relative to the Equipment, Products, and Services related to this Contract. This list may be
updated from time-to-time and is incorporated into this Contract by reference. It is the
Vendor’s responsibility to ensure Sourcewell receives the most current version of this list.

Vendor may utilize certain company affiliates under the Staples, Inc. umbrella to serve as
authorized dealers and distributors under this agreement. Any sales by such affiliates pursuant
to the Contract would be reflected in a written agreement between such affiliate and
Sourcewell participating Member with reference made to this Contract. These affiliates inciude,
but are not limited to, DEX Imaging, LLC, a leading nationwide managed print services provider.

3. PRICING
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All Equipment, Products, or Services under this Contract will be priced as stated in Vendor’s
Proposal.

Regardless of the payment method chosen by the Member, the total cost associated with any
purchase option of the Equipment, Products, or Services must always be disclosed in the pricing
quote to the applicable Member at the time of purchase.

When providing pricing quotes to Members, all pricing quoted must reflect a Member’s total
cost of acquisition. This means that the quoted cost is for delivered Equipment, Products, and
Services that are operational for their intended purpose, and includes all costs to the Member’s
requested delivery location.

A. SHIPPING AND SHIPPING COSTS. All delivered Equipment and Products must be properly
packaged. Damaged Equipment and Products may be rejected. If the damage is not readily
apparent at the time of delivery, Vendor must permit the Equipment and Products to be
returned within a reasonable time at no cost to Sourcewell or its Members. Members reserve
the right to inspect the Equipment and Products at a reasonable time after delivery where
circumstances or conditions prevent effective inspection of the Equipment and Products at the
time of delivery.

Vendor must arrange for and pay for the return shipment on Equipment and Products that arrive
in a defective or inoperable condition.

Sourcewell may declare the Vendor in breach of this Contract if the Vendor intentionally
delivers substandard or inferior Equipment or Products. In the event of the delivery of
nonconforming Equipment and Products, the Member will notify the Vendor as soon as
possible and the Vendor will replace nonconforming Equipment and Products with conforming
Equipment and Products that are acceptable to the Member.

Vendor will use commercially reasonable efforts to ship Products ordered by Members before
4:00 p.m. local time within one (1) business day after acceptance of a Purchase Order, except
for backordered, special-order, or out of stock Products. If a Product is backordered or
shipment is delayed for any reason, Member will be notified of a delay and Vendor will deliver
the delayed Product as promptly as commercially practicable. Vendor will treat delayed orders
as active until Member contacts Vendor and provides other instructions. Vendor’s standard
shipments will be F.O.B. Member’s location in the forty-eight (48) contiguous United States.
Additional charges may apply for desk-top delivery, special delivery, non-standard delivery, rush
delivery, or special or custom order products or as noted on Vendor’s e-commerce platform.
Title and risk of loss for the Products will pass to Member at the time the Products are delivered
to Member. Eligible products purchased online and picked up at a Vendor retail location will be
available for pick up two hours after approval, charged at time of pick up, and cancelled if not
picked up after five (5) days. Sales tax will be calculated based upon order pick up location. ,mf-«
Member’s invoice may not separately designate these items as “in-store pick up.” Certain items
may incur an additional charge (typically furniture items) which will be invoiced to the Member,
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if applicable. Unless otherwise agreed by Vendor and a Member all orders shall be subject to a
minimum order size of 35.00 per order. If an order below this amount is placed, the Member
will be informed it cannot be processed.

The following will apply for shipments to Alaska or Hawaii: Shipments up to 159Ibs. are shipped
UPS 2nd Day Air. Shipments over 159lbs. or items which cannot be shipped via UPS (e.g. items
classified as hazmat and/or ORM-D) are shipped ocean freight. Vendor will not ship any fully
regulated hazmat items, which are shipped directly from the vendor. Ocean shipments are
delivered approximately fourteen (14) days from shipment. All shipments to Alaska or Hawaii
will be subject to a 25% surcharge.

B. SALES TAX. Each Member is responsible for supplying the Vendor with valid tax-exemption
certification(s). When ordering, Members must indicate if it is a tax-exempt entity.

C. HOT LIST PRICING. At any time during this Contract, Vendor may offer a specific selection
of Equipment, Products, or Services at discounts greater than those listed in the Contract.
When Vendor determines it will offer Hot List Pricing, it must be submitted electronically to
Sourcewell in a line-item format. Equipment, Products, or Services may be added or removed
from the Hot List at any time through a Sourcewell Price and Product Change Form as defined
in Article 4 below.

Hot List program and pricing may also be used to discount and liquidate close-out and
discontinued Equipment and Products as long as those close-out and discontinued items are
clearly identified as such. Current ordering process and administrative fees apply. Hot List
Pricing must be published and made available to all Members.

4. PRODUCT AND PRICING CHANGE REQUESTS

Vendor may request Equipment, Product, or Service changes, additions, or deletions at any
time. All requests must be made in writing by submitting a signed Sourcewell Price and Product
Change Request Form to the assigned Sourcewell Contract Administrator. This form is available
from the assigned Sourcewell Contract Administrator. At a minimum, the request must:

e |dentify the applicable Sourcewell contract number

o Clearly specify the requested change

e Provide sufficient detail to justify the requested change

e Individually list all Equipment, Products, or Services affected by the requested
change, along with the requested change (e.g., addition, deletion, price change)

e Include a complete restatement of pricing documentation in Microsoft Excel
with the effective date of the modified pricing, or product addition or deletion. The
new pricing restatement must include all Equipment, Products, and Services offered,
even for those items where pricing remains unchanged.
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A fully executed Sourcewell Price and Product Request Form will be become an amendment to
this Contract and be incorporated by reference.

Core List. The “Core List” represents net priced items which are inclusive of those products
predicted to be the most commonly used products by Sourcewell and its participating
Members. Prices for Core List items provided under this contract are set forth in Exhibit 1.

The prices for Core List Items, excluding Premium Products, may be updated biannually on
August 1st and February 1st of each year during the term that this contract in effect. Vendor
may request a price change adjustment for Core List items by submitting a price change
addendum to Sourcewell thirty (30) days prior to August 1st and February 1st to reflect changes
in stock availability, market conditions, buying expense, tariffs and other factors that affect the
overall cost of such items.

The prices for Premium Products may be updated quarterly of each year during the term that
this contract in effect. Premium Products are defined as toner, ink, IT hardware, copy paper and
P ——

furniture that Members purchase from Vendor.
o

———

Extraordinary Market Events. Vendor reserves the right to reasonably adjust a Core Item’s price
if extraordinary market events require immediate adjustment (e.g. shortages, trade disputes,
natural disasters, etc.) and to adjust pricing with the impact of tariffs, customs, or duties
imposed on products. Any such adjustments shall be noticed to Sourcewell with thirty (30) days
prior written notice accompanied by supporting documentation. Vendor will work with
Sourcewell and affected Members to identify alternative products to mitigate the impact of the
foregoing where possible.

Updated Items. For purposes of contract management, Vendor may provide to Sourcewell an
updated report no more than once a calendar quarter, which shall identify the SKU numbers
and prices for the new items that Vendor and Sourcewell have added, as well as SKU numbers
for items that have been removed from the from the Core List. Vendor may from time to time
propose substitutions to Core Items. Sourcewell agrees that it will not unreasonably withhold
its consent.

Custom Pricing; Rebates & Incentives; Other Terms. Vendor may offer additional pricing
discounts, rebates and/or incentives to an individual participating Member based upon
commitments and variables that may include, but not limited to, Member size and scope,
geography, purchase volume, guarantees, logistical expenses, manufacturer support, specific
product usage and other contractual terms/requirements. Members receiving custom pricing or
incentives may be required to sign a Participation Agreement with Vendor.

Non-Core Items. The prices for Non-Core Items shall appear on StaplesAdvantage.com and shall
be adjusted to reflect changes in stock availability, market conditions, buying expense, and
other factors that affect the overall cost of the Non-Core Items. Notwithstanding anything to
the contrary Non-Core Items are not subject to customer audit, or any pricing guarantee, nor
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shall Non-Core Items be subject to the Change Request process set forth in this Section 4.

Sourced Goods. Members may request certain goods that are non-stock or custom in nature.
The prices for Sourced Goods shall be those prices that appear on the ordering platform at time
of order, or as otherwise established between Vendor and the applicable participating Member
at the time the order is placed. Sourced Goods may include additional delivery or handling
charges that would be the responsibility of the ordering Member.

Pricing Exhibits. Please see the Pricing Exhibits for pricing details on the following categories:

° Exhibit 1 — Core List Pricing

. Exhibit 2 — Print & Copy Program

. Exhibit 3 — Promotional Products Program

. Exhibit 4 — Staples Technology Solutions

e Exhibit 5A — Managed Print Services Capabilities

] Exhibit 5B — Managed Print Services Pricing

J Exhibit 5C — Managed Print Services Sample Agreement

Tier One Diversity Program. Vendor reserves the right to implement a pricing upcharge when
setting up a Tier One program for any Participating Member to reflect the additional cost of the
diversity supplier’s program.

5. MEMBERSHIP, CONTRACT ACCESS, AND MEMBER REQUIREMENTS

A. MEMBERSHIP. Membership in Sourcewell is open to public and nonprofit entities across the
United States and Canada; such as municipal, state/province, K-12 and higher education, tribal
government, and other public entities.

The benefits of this Contract should be available to all Members that can legally access the
Equipment, Products, or Services under this Contract. A Member’s authority to access this
Contract is determined through its cooperative purchasing, interlocal, or joint powers laws. Any
entity accessing benefits of this Contract will be considered a Service Member of Sourcewell
during such time of access. Vendor understands that a Member’s use of this Contract is at the
Member’s sole convenience and Members reserve the right to obtain like Equipment, Products,
or Services from any other source.

Vendor is responsible for familiarizing its sales and service forces with Sourcewell membership
requirements and documentation and will encourage potential members to join Sourcewell.
Sourcewell reserves the right to add and remove Members to its roster during the term of this
Contract.

Notwithstanding anything to the contrary a Member’s participation hereunder including for the
avoidance of doubt and extension of credit hereunder is contingent upon Member’s
satisfaction of Vendor’s standard credit requirements. Vendor also reserve the right to refuse
sales of Products to Members reselling such Products. To the extent a Member has a pre-
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existing separate agreement with Vendor, Vendor reserves the right not to sell products and
services under multiple agreements to that Member. In addition, Vendor may terminate this
Contract for any reason (i.e., for convenience) with respect to an individual Member by
delivering not less than ninety (90) days prior written notice thereof to Sourcewell and the
applicable Member.

B. PUBLIC FACILITIES. Vendor’s employees may be required to perform work at government-
owned facilities, including schools. Vendor’s employees and agents must conduct themselves in
a professional manner while on the premises, and in accordance with Member policies and
procedures, and all applicable laws.

6. MEMBER ORDERING AND PURCHASE ORDERS

A. PURCHASE ORDERS AND PAYMENT. To access the contracted Equipment, Products, or
Services under this Contract, Member must clearly indicate to Vendor that it intends to access
this Contract; however, order flow and procedure will be developed jointly between Sourcewell
and Vendor. Typically a Member will issue a purchase order directly to Vendor. Members may
use their own forms for purchase orders, but it should clearly note the applicable Sourcewell
contract number. Members will be solely responsibie for payment and Sourcewell will have no
[iability for any unpaid invoice of any Member.

B. ADDITIONAL TERMS AND CONDITIONS. Additional terms and conditions to a purchase order
may be negotiated between a Member and Vendor, such as job or industry-specific
requirements, legal requirements (such as affirmative action or immigration status
requirements), or specific local policy requirements. Any negotiated additional terms and
conditions must never be less favorable to the Member than what is contained in Vendor’s
Proposal.

C. PERFORMANCE BOND. If requested by a Member, Vendor will provide a performance bond
that meets the requirements set forth in the Member’s purchase order.

D. SPECIALIZED SERVICE REQUIREMENTS. In the event that the Member requires service or
specialized performance requirements (such as e-commerce specifications, specialized delivery
requirements, or other specifications and requirements) not addressed in this Contract, the
Member and the Vendor may enter into a separate, standalone agreement, apart from this
Contract. Sourcewell, including its agents and employees, will not be made a party to a claim
for breach of such agreement.

E. TERMINATION OF PURCHASE ORDERS. Members may terminate a purchase order, in
whole or in part, immediately upon notice to Vendor in the event of any of the following
events:

1. The Member fails to receive funding or appropriation from its governing body at
levels sufficient to pay for the goods to be purchased;
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2. Federal or state laws or regulations prohibit the purchase or change the
Member’s requirements; or

3. Vendor commits any material breach of this Contract or the additional terms
agreed to between the Vendor and a Member.

Vendor reserves the right to terminate a purchase order pursuant to which a Member requests
or demands services to be performed not enumerated by the terms of this Contract.

F. GOVERNING LAW AND VENUE. The governing law and venue for any action related to a
Member’s purchase order will be determined by the Member making the purchase.

7. CUSTOMER SERVICE

A. PRIMARY ACCOUNT REPRESENTATIVE. Vendor will assign an Account Representative to
Sourcewell for this Contract and must provide prompt notice to Sourcewell if that person is
changed. The Account Representative will be responsible for:

e Maintenance and management of this Contract;
e Timely response to all Sourcewell and Member inquiries; and
e Business reviews to Sourcewell and Members, if applicable.

B. BUSINESS REVIEWS. Vendor must perform a minimum of one business review with
Sourcewell per contract year. The business review will cover sales to members, pricing and
contract terms, administrative fees, supply issues, customer issues, and any other necessary
information.

8. REPORT ON CONTRACT SALES ACTIVITY AND ADMINISTRATIVE FEE PAYMENT

A. CONTRACT SALES ACTIVITY REPORT. Each calendar quarter, Vendor must provide a contract
sales activity report (Report) to the Sourcewell Contract Administrator assigned to this
Contract. A Report must be provided regardless of the number or amount of sales during that
quarter (i.e., if there are no sales, Vendor must submit a report indicating no sales were made).

The Report must contain the following fields:

e Customer Name (e.g., City of Staples Highway Department});
Customer Physical Street Address;

Customer City;

Customer State;

Customer Zip Code;

e Customer Contact Name;

e Customer Contact Email Address;

e Customer Contact Telephone Number;
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® Sourcewell Assigned Entity/Member Number;

e |tem Purchased Description;

e Item Purchased Price;

® Sourcewell Administrative Fee Applied; and

e Date Purchase was invoiced/sale was recognized as revenue by Vendor.

B. ADMINISTRATIVE FEE. In consideration for the support and services provided by Sourcewell,
the Vendor will pay an administrative fee to Sourcewell on all Equipment, Products, and
Services provided to Members. The Vendor will submit a check payable to Sourcewell for the
percentage of administrative fee stated in the Proposal multiplied by the total sales of all
Equipment, Products, and Services purchased by Members under this Contract during each
calendar quarter. Payments should note the Sourcewell-assigned contract number in the memo
and must be mailed to the address above “Attn: Accounts Receivable.” Payments must be
received no later than forty-five (45) calendar days after the end of each calendar quarter.

The administrative fee referenced in this Section shall be calculated as a percentage of Net
Sales (defined below) as follows:

Unless otherwise mutually agreed to in writing by Sourcewell and Staples, and except as stated
below, Staples will pay Sourcewell an administrative fee of one and half percent (1.5%) of the
Members’ aggregate Net Sales during each calendar quarter, which have been timely paid, to
be paid within forty five (45) days after the end of each calendar guarter.

An exception to the above 1.5% admin fee would be that Staples will pay Sourcewell one half of
one percent (0.5%) administrative fee for participating Members’ aggregate Net Sales under
the managed print services (“MPS”) program of the Contract and one quarter of one percent
(0.25%) on technology product Net Sales.

Net Sales. Net Sales will be defined as the gross sales price of the applicable products sold
pursuant to this Contract, less shipping costs (including freight charges and insurance), taxes,
duties, any rebates actually paid, discounts and allowances actually taken, rejections and
returns to the extent credit is given or paid, and also excluding purchases made via staples.com,
or any Staples retail channel.

Vendor agrees to cooperate with Sourcewell in auditing transactions under this Contract to
ensure that the administrative fee is paid on all items purchased under this Contract.

In the event the Vendor is delinquent in any undisputed administrative fees, Sourcewell
reserves the right to cancel this Contract and reject any proposal submitted by the Vendor in
any subsequent solicitation. In the event this Contract is cancelled by either party prior to the
Contract’s expiration date, the administrative fee payment will be due no more than thirty (30)
days from the cancellation date.
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9. AUTHORIZED REPRESENTATIVE
Sourcewell's Authorized Representative is its Chief Procurement Officer.

Vendor’s Authorized Representative is the person named in the Vendor’s Proposal. If Vendor’s
Authorized Representative changes at any time during this Contract, Vendor must promptly
notify Sourcewell in writing.

10. ASSIGNMENT, AMENDMENTS, WAIVER, AND CONTRACT COMPLETE

A. ASSIGNMENT. Neither the Vendor nor Sourcewell may assign or transfer any rights or
obligations under this Contract without the prior consent of the parties and a fully executed
assignment agreement. Such consent will not be unreasonably withheld.

This Section shall not apply to Vendor’s delivery, installation, design, repair, or refurbishment
obligations hereunder, which Vendor may subcontract to reasonably qualified third parties.

B. AMENDMENTS. Any amendment to this Contract must be in writing and will not be effective
until it has been fully executed by the parties.

C. WAIVER. If either party fails to enforce any provision of this Contract, that failure does not
waive the provision or the right to enforce it.

D. CONTRACT COMPLETE. This Contract contains all negotiations and agreements between
Sourcewell and Vendor. No other understanding regarding this Contract, whether written or
oral, may be used to bind either party.

E. RELATIONSHIP OF THE PARTIES. The relationship of the parties is one of independent
contractors, each free to exercise judgment and discretion with regard to the conduct of their
respective businesses. This Contract does not create a partnership, joint venture, master-
servant, principal-agent, or any other relationship.

11. LIABILITY

Vendor must indemnify, save, and hold Sourcewell and its Members, including their agents and
employees, harmless from any claims or causes of action, including attorneys’ fees, arising out
of the performance of this Contract by the Vendor or its agents or employees; this
indemnification includes injury or death to person(s) or property alleged to have been caused
by some defect in the Equipment, Products, or Services under this Contract to the extent the
Equipment, Product, or Service has been used according to its specifications.

Neither party, nor its officers, directors, employees, or Affiliates, shall be liable to the other for
any special, indirect, incidental, consequential, punitive, or exemplary damages including, but
not limited to, lost profits, business interruption, loss of data, or cost of cover even if the party
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alleged to be liable has knowledge of the possibility of such damages. The limitations set forth
in this Section shall not apply to, or in any way limit liabilities arising from, a party’s gross
negligence or willful misconduct, or from the confidentiality or indemnification obligations of
that party.

12. AUDITS

Sourcewell reserves the right to review the books, records, documents, and accounting
procedures and practices of the Vendor relevant to this Contract for a minimum of three (3)
years from the end of this Contract. This clause extends to Members as it relates to business
conducted by that Member under this Contract. Any audit requests shall be made with thirty
(30) days advance written notice and shall be conducted during normal business hours at
Vendor’s corporate offices. If a third-party consultant or auditor is used, Vendor may require
the execution of a confidentiality agreement prior to receiving access to any records.

13. GOVERNMENT DATA PRACTICES

Vendor and Sourcewell must comply with the Minnesota Government Data Practices Act,
Minnesota Statutes Chapter 13, as it applies to all data provided by or provided to Sourcewell
under this Contract and as it applies to all data created, collected, received, stored, used,
maintained, or disseminated by the Vendor under this Contract.

If the Vendor receives a request to release the data referred to in this article, the Vendor must
immediately notify Sourcewell and Sourcewell will assist with how the Vendor should respond
to the request.

14. INTELLECTUAL PROPERTY

As applicable, Vendor agrees to indemnify and hold harmless Sourcewell and its Members
against any and all suits, claims, judgments, and costs instituted or recovered against
Sourcewell or Members by any person on account of the use of any Equipment or Products by
Sourcewell or its Members supplied by Vendor in violation of applicable patent or copyright
laws.

15. PUBLICITY, MARKETING, AND ENDORSEMENT

A. PUBLICITY. Any publicity regarding the subject matter of this Contract must not be released
without prior written approval from the Authorized Representatives. Publicity includes notices,
informational pamphlets, press releases, research, reports, signs, and similar public notices
prepared by or for the Vendor individually or jointly with others, or any subcontractors, with
respect to the program, publications, or services provided resulting from this Contract.

B. MARKETING. Any direct advertising, marketing, or offers with Members must be approved
by Sourcewell. Materials should be sent to the Sourcewell Contract Administrator assigned to
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this Contract. Any use by Sourcewell of Vendor’s trademarks, logos, or other intellectual
property shall be subject to Vendor’s prior written consent.

C. ENDORSEMENT. The Vendor must not claim that Sourcewell endorses its Equipment,
Products, or Services.

16. GOVERNING LAW, JURISDICTION, AND VENUE

Minnesota law governs this Contract. Venue for all legal proceedings out of this Contract, or its
breach, must be in the appropriate state court in Todd County or federal court in Fergus Falls,
Minnesota.

17. FORCE MAJEURE

Neither party to this Contract will be held responsible for delay or default caused by acts of God
or other conditions that are beyond that party’s reasonable control. A party defaulting under
this provision must provide the other party prompt written notice of the default.

18. SEVERABILITY

If any provision of this Contract is found to be illegal, unenforceable, or void then both
Sourcewell and Vendor will be relieved of all obligations arising under such provisions. If the
remainder of this Contract is capable of performance, it will not be affected by such declaration
or finding and must be fully performed.

19. PERFORMANCE, DEFAULT, AND REMEDIES

A. PERFORMANCE. During the term of this Contract, the parties will monitor performance and
address unresolved contract issues as follows:

1. Notification. The parties must promptly notify each other of any known dispute
and work in good faith to resolve such dispute within a reasonable period of time, If
necessary, Sourcewell and the Vendor will jointly develop a short briefing document
that describes the issue(s), relevant impact, and positions of both parties.

2. Escalation. If parties are unable to resolve the issue in a timely manner, as
specified above, either Sourcewell or Vendor may escalate the resolution of the issue to
a higher level of management. The Vendor will have thirty (30) calendar days to cure an
outstanding issue.

3. Performance while Dispute is Pending. Notwithstanding the existence of a
dispute, the Vendor must continue without delay to carry out all of its responsibilities
under the Contract that are not affected by the dispute. If the Vendor fails to continue
without delay to perform its responsibilities under the Contract, in the accomplishment
of all undisputed work, any additional costs incurred by Sourcewell and/or its Members
as a result of such failure to proceed will be borne by the Vendor.
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B. DEFAULT AND REMEDIES. Either of the following constitutes cause to declare this Contract,
or any Member order under this Contract, in default:

1. Nonperformance of contractual requirements, or
2. A material breach of any term or condition of this Contract.

Written notice of default and a reasonable opportunity to cure must be issued by the party
claiming default. Time allowed for cure will not diminish or eliminate any liability for liquidated
or other damages. If the default remains after the opportunity for cure, the non-defaulting
party may:

e Exercise any remedy provided by law or equity, or
» Terminate the Contract or any portion thereof, including any orders issued
against the Contract.

20. INSURANCE

A. REQUIREMENTS. At its own expense, Vendor must maintain insurance policy(ies) in effect at
all times during the performance of this Contract with insurance company(ies) licensed or
authorized to do business in the State of Minnesota having an “AM BEST” rating of A- or better,
with coverage and limits of insurance not less than the following:

1. Workers’ Compensation and Employer’s Liability.
Workers’ Compensation: As required by any applicable law or regulation.
Employer's Liability Insurance: must be provided in amounts not less than listed below:
Minimum limits:
$500,000 each accident for bodily injury by accident
$500,000 policy limit for bodily injury by disease
$500,000 each employee for bodily injury by disease

2. Commercial General Liability Insurance. Vendor will maintain insurance covering
its operations, with coverage on an occurrence basis, and must be subject to terms no
less broad than the Insurance Services Office (“ISO”) Commercial General Liability Form
CGO0001 (2001 or newer edition). At a minimum, coverage must include liability arising
from premises, operations, bodily injury and property damage, products-completed
operations including construction defect, contractual liability, and personal injury and
advertising injury. All required limits, terms and conditions of coverage must be
maintained during the term of this Contract.

Minimum Limits:

$1,000,000 each occurrence Bodily Injury and Property Damage

$1,000,000 Personal and Advertising Injury

$2,000,000 aggregate for Products-Completed operations

$2,000,000 general aggregate
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3. Commercial Automobile Liability Insurance. During the term of this Contract,
Vendor will maintain insurance covering all owned, hired, and non-owned automobiles
in limits of liability not less than indicated below. The coverage must be subject to terms
no less broad than ISO Business Auto Coverage Form CA 0001 (2010 edition or newer).
Minimum Limits:
$1,000,000 each accident, combined single limit

4, Umbrella Insurance. During the term of this Contract, Vendor will maintain
umbrella coverage overEmployer’s Liability, Commercial General Liability, and
Commercial Automobile.

Minimum Limits:

$2,000,000

5. Professional/Technical, Errors and Omissions, and/or Miscellaneous Liability.
During the term of this Contract, Vendor will maintain coverage for all claims the Vendor
may become legally obligated to pay resuiting from any actual or alleged negligent act,
errar, or omission related to Vendor’s professional services required under this

Contract.
Minimum Limits:
$2,000,000
6. Network Security and Privacy Liability Insurance. During the term of this

Contract, Vendor will maintain coverage for network security and privacy liability. The
coverage may be endorsed on another form of liability coverage or written on a
standalone policy. The insurance must cover claims which may arise from failure of
Vendor’s security resulting in, but not limited to, computer attacks, unauthorized
access, disclosure of not public data — including but not limited to, confidential or
private information, transmission of a computer virus, or denial of service.

Minimum limits:

$2,000,000

Failure of Vendor to maintain the required insurance will constitute a material breach entitling
Sourcewell to immediately terminate this Contract for default.
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B. CERTIFICATES OF INSURANCE. Upon commencing under this Contract, Vendor must furnish
to Sourcewell a certificate of insurance, as evidence of the insurance required under this
Contract. Prior to expiration of the policy(ies), renewal certificates must be mailed to
Sourcewell, 202 12th Street Northeast, P.O. Box 219, Staples, MN 56479 or sent to the
Sourcewell Contract Administrator assigned to this Contract. The certificates must be signed
byan authorized representative. All policies must include there will be no cancellation,
suspension, non-renewal, or reduction of coverage without thirty (30) days’ prior written notice
to the Vendor.

Upon request, Vendor must provide to Sourcewell copies of applicable endorsements, within
ten (10) days of a request. Failure to request certificates of insurance by Sourcewell, or failure
of Vendor to provide certificates of insurance, in no way limits or relieves Vendor of its duties
and responsibilities in this Contract.

C. ADDITIONAL INSURED ENDORSEMENT AND PRIMARY AND NON-CONTRIBUTORY
INSURANCE CLAUSE. Vendor agrees to name Sourcewell and its Members, including their
officers, agents, and employees, as an additional insured under the Vendor’s commercial
general liability insurance policy with respect to liability arising out of activities, “operations,” or
“work” performed by or on behalf of Vendor, and products and completed operations of
Vendor. The policy provision(s) or endorsement(s) must further provide that coverage is
primary and not excess over or contributory with any other valid, applicable, and collectible
insurance or self-insurance maintained by the additional insureds. Notwithstanding the
minimum limits of coverages set forth herein, Vendor shall name Sourcewell and its Members,
including their officers, agents, and employees as an additional insured for the full limits of
insurance coverage, including but not limited to any excess policy coverage, purchased by
Vendor.

D. WAIVER OF SUBROGATION. Vendor waives and must require (by endorsement or
otherwise) all its insurers to waive subrogation rights against Sourcewell and other additional
insureds for losses paid under the insurance policies required by this Contract. The waiver must
apply to all deductibles and/or self-insured retentions applicable to the required insurance
maintained by the Vendor

E. UMBRELLA/EXCESS LIABILITY. The limits required by this Contract can be met by either
providing a primary policy or in combination with umbrella/excess liability policy(ies).

21. COMPLIANCE
A. LAWS AND REGULATIONS. All Equipment, Products, or Services provided under this

Contract must comply fully with applicable federal laws and regulations, and with the laws in
the states and provinces in which the Equipment, Products, or Services are sold.
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B. LICENSES. Vendor must maintain a valid status on all required federal, state, and local
licenses, bonds, and permits required for the operation of the business that the Vendor
conducts with Sourcewell and Members.

22. BANKRUPTCY, DEBARMENT, OR SUSPENSION CERTIFICATION

Vendor certifies and warrants that it is not in bankruptcy or that it has previously disclosed in
writing certain information to Sourcewell related to bankruptcy actions. If at any time during
this Contract Vendor declares bankruptcy, Vendor must immediately notify Sourcewell in
writing.

Vendor certifies and warrants that neither it nor its principals are presently debarred,
suspended, proposed for debarment, declared ineligible, or voluntarily excluded from programs
operated by the State of Minnesota, the United States federal government, or any Member.
Vendor certifies and warrants that neither it nor its principals have been convicted of a criminal
offense related to the subject matter of this Contract. Vendor further warrants that it will
provide immediate written notice to Sourcewell if this certification changes at any time.

23. PROVISIONS FOR NON-UNITED STATES FEDERAL ENTITY PROCUREMENTS UNDER
UNITED STATES FEDERAL AWARDS OR OTHER AWARDS

Members that use United States federal grant or FEMA funds to purchase goods or services
from this Contract may be subject to additional requirements including the procurement
standards of the Uniform Administrative Requirements, Cost Principles and Audit Requirements
for Federal Awards, 2 C.F.R. § 200. Members may also require additional requirements based
on specific funding specifications. Within this Article, all references to “federal” should be
interpreted to mean the United States federal government. The following list only applies when
a Member accesses Vendor’s Equipment, Products, or Services with United States federal
funds.

A. EQUAL EMPLOYMENT OPPORTUNITY. Except as otherwise provided under 41 C.F.R. § 60, all
contracts that meet the definition of “federally assisted construction contract” in 41 C.F.R. § 60-
1.3 must include the equal opportunity clause provided under 41 C.F.R. §60-1.4(b), in
accordance with Executive Order 11246, “Equal Employment Opportunity” (30 FR 12319,
12935, 3 C.F.R. §, 1964-1965 Comp., p. 339), as amended by Executive Order 11375, “Amending
Executive Order 11246 Relating to Equal Employment Opportunity,” and implementing
regulations at 41 C.F.R. § 60, “Office of Federal Contract Compliance Programs, Equal
Employment Opportunity, Department of Labor.” The equal opportunity clause is incorporated
herein by reference.

B. DAVIS-BACON ACT, AS AMENDED (40 U.S.C. § 3141-3148). When required by federal
program legislation, all prime construction contracts in excess of $2,000 awarded by non-
federal entities must include a provision for compliance with the Davis-Bacon Act (40 U.S.C. §
3141-3144, and 3146-3148) as supplemented by Department of Labor regulations (29 C.F.R. § 5,
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“Labor Standards Provisions Applicable to Contracts Covering Federally Financed and Assisted
Construction”). In accordance with the statute, contractors must be required to pay wages to
laborers and mechanics at a rate not less than the prevailing wages specified in a wage
determination made by the Secretary of Labor. In addition, contractors must be required to pay
wages not less than once a week. The non-federal entity must place a copy of the current
prevailing wage determination issued by the Department of Labor in each solicitation. The
decision to award a contract or subcontract must be conditioned upon the acceptance of the
wage determination. The non-federal entity must report all suspected or reported violations to
the federal awarding agency. The contracts must also include a provision for compliance with
the Copeland “Anti-Kickback” Act (40 U.S.C. § 3145), as supplemented by Department of Labor
regulations (29 C.F.R. § 3, “Contractors and Subcontractors on Public Building or Public Work
Financed in Whole or in Part by Loans or Grants from the United States”). The Act provides that
each contractor or subrecipient must be prohibited from inducing, by any means, any person
employed in the construction, completion, or repair of public work, to give up any part of the
compensation to which he or she is otherwise entitled. The non-federal entity must report

all suspected or reported violations to the federal awarding agency. Vendor must be in
compliance with all applicable Davis-Bacon Act provisions.

C. CONTRACT WORK HOURS AND SAFETY STANDARDS ACT (40 U.S.C. § 3701-3708). Where
applicable, all contracts awarded by the non-federal entity in excess of $100,000 that involve
the employment of mechanics or laborers must include a provision for compliance with 40
U.S.C. § 3702 and 3704, as supplemented by Department of Labor regulations (29 C.F.R. § 5).
Under 40 U.S.C. § 3702 of the Act, each contractor must be required to compute the wages of
every mechanic and laborer on the basis of a standard work week of 40 hours. Work in excess
of the standard work week is permissible provided that the worker is compensated at a rate of
not less than one and a half times the basic rate of pay for all hours worked in excess of 40
hours in the work week. The requirements of 40 U.S.C. § 3704 are applicable to construction
work and provide that no labarer or mechanic must be required to work in surroundings or
under working conditions which are unsanitary, hazardous or dangerous. These requirements
do not apply to the purchases of supplies or materials or articles ordinarily available on the
open market, or contracts for transportation or transmission of intelligence. This provision is
hereby incorporated by reference into this Contract. Vendor certifies that during the term of an
award for all contracts by Sourcewell resulting from this procurement process, Vendor must
comply with applicable requirements as referenced above.

D. RIGHTS TO INVENTIONS MADE UNDER A CONTRACT OR AGREEMENT. If the federal award
meets the definition of “funding agreement” under 37 C.F.R. § 401.2(a) and the recipient or
subrecipient wishes to enter into a contract with a small business firm or nonprofit organization
regarding the substitution of parties, assignment or performance of experimental,
developmental, or research work under that “funding agreement,” the recipient or subrecipient
must comply with the requirements of 37 C.F.R. § 401, “Rights to Inventions Made by Nonprofit
Organizations and Small Business Firms Under Government Grants, Contracts and Cooperative
Agreements,” and any implementing regulations issued by the awarding agency. Vendor
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certifies that during the term of an award for all contracts by Sourcewell resulting from this
procurement process, Vendor must comply with applicable requirements as referenced above.

E. CLEAN AIR ACT (42 U.S.C. § 7401-7671Q.) AND THE FEDERAL WATER POLLUTION CONTROL
ACT (33 U.S.C. § 1251-1387). Contracts and subgrants of amounts in excess of $150,000 require
the non-federal award to agree to comply with all applicable standards, orders or regulations
issued pursuant to the Clean Air Act (42 U.S.C. § 7401- 7671q) and the Federal Water Pollution
Control Act as amended (33 U.S.C. § 1251- 1387). Violations must be reported to the Federal
awarding agency and the Regional Office of the Environmental Protection Agency (EPA). Vendor
certifies that during the term of this Contract will comply with applicable requirements as
referenced above.

F. DEBARMENT AND SUSPENSION (EXECUTIVE ORDERS 12549 AND 12689). A contract award
(see 2 C.F.R. § 180.220) must not be made to parties listed on the government wide exclusions
in the System for Award Management (SAM), in accordance with the OMB guidelines at 2 C.F.R.
§180 that implement Executive Orders 12549 (3 C.F.R. § 1986 Comp., p. 189) and 12689 (3
C.F.R. § 1989 Comp., p. 235), “Debarment and Suspension.” SAM Exclusions contains the names
of parties debarred, suspended, or otherwise excluded by agencies, as well as parties declared
ineligible under statutory or regulatory authority other than Executive Order 12549. Vendor
certifies that neither it nor its principals are presently debarred, suspended, proposed for
debarment, declared ineligible, or voluntarily excluded from participation by any federal
department or agency.

G. BYRD ANTI-LOBBYING AMENDMENT, AS AMENDED (31 U.S.C. § 1352). Vendors must file
any required certifications. Vendors must not have used federal appropriated funds to pay any
person or organization for influencing or attempting to influence an officer or employee of any
agency, a member of Congress, officer or employee of Congress, or an employee of a member
of Congress in connection with obtaining any federal contract, grant, or any other award
covered by 31 U.S.C. § 1352. Vendors must disclose any lobbying with non-federal funds that
takes place in connection with obtaining any federal award. Such disclosures are forwarded
from tier to tier up to the non-federal award. Vendors must file all certifications and disclosures
required by, and otherwise comply with, the Byrd Anti-Lobbying Amendment (31 U.S.C. §
1352).

H. RECORD RETENTION REQUIREMENTS. To the extent applicable, Vendor must comply with
the record retention requirements detailed in 2 C.F.R. § 200.333. The Vendor further certifies
that it will retain all records as required by 2 C.F.R. § 200.333 for a period of three (3) years
after grantees or subgrantees submit final expenditure reports or quarterly or annual financial
reports, as applicable, and all other pending matters are closed.

I. ENERGY POLICY AND CONSERVATION ACT COMPLIANCE. To the extent applicable, Vendor
must comply with the mandatory standards and policies relating to energy efficiency which are
contained in the state energy conservation plan issued in compliance with the Energy Policy
and Conservation Act.
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J.  BUY AMERICAN PROVISIONS COMPLIANCE. To the extent applicable, Vendor must comply
with all applicable provisions of the Buy American Act. Purchases made in accordance with the
Buy American Act must follow the applicable procurement rules calling for free and open
competition.

K. ACCESS TO RECORDS (2 C.F.R. § 200.336). Vendor agrees that duly authorized
representatives of a federal agency must have access to any books, documents, papers and
records of Vendor that are directly pertinent to Vendor’s discharge of its obligations under this
Contract for the purpose of making audits, examinations, excerpts, and transcriptions. The right
also includes timely and reasonable access to Vendor’s personnel for the purpose of interview
and discussion relating to such documents.

L. PROCUREMENT OF RECOVERED MATERIALS (2 C.F.R. § 200.322). A non-federal entity that is
a state agency or agency of a political subdivision of a state and its contractors must comply
with Section 6002 of the Solid Waste Disposal Act, as amended by the Resource Conservation
and Recovery Act. The requirements of Section 6002 include procuring only items designated in
guidelines of the Environmental Protection Agency (EPA) at 40 C.F.R. § 247 that contain the
highest percentage of recovered materials practicable, consistent with maintaining a
satisfactory level of competition, where the purchase price of the item exceeds $10,000 or the
value of the quantity acquired during the preceding fiscal year exceeded $10,000; procuring
solid waste management services in a manner that maximizes energy and resource recovery;
and establishing an affirmative procurement program for procurement of recovered materials
identified in the EPA guidelines.

24. CANCELLATION

Sourcewell or Vendor may cancel this Contract at any time, with or without cause, upon sixty
(60) days’ written notice to the other party. However, Sourcewell may cancel this Contract
immediately upon discovery of a material defect in any certification made in Vendor’s Proposal.
Termination of this Contract does not relieve either party of financial, product, or service
obligations incurred or accrued prior to termination. In addition, Vendor may terminate this
Contract for any reason (i.e., for convenience) with respect to an individual Member by
delivering not less than ninety (90) days prior written notice thereof to Sourcewell and the
applicable Member.
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RFP 012320 - Office Supply Catalog Solutions

Vendor Details

Company Name:

Does your company conduct
business under any other name? If
yes, please state:

Address:

Contact:
Email:
Phone:
HST#:

Submission Details

Created On;

Submitted On:
Submitted By:

Email:

Transaction #:
Submitter's IP Address:

Bid Number: RFP 012320

Staples Contract & Commercial LLC
See Staples W-9 for list of company names

500 Staples Drive

Framingham, MA 01702
Don Hasch
don.hasch@staples.com
714-868-4274
04-2896127

Thursday December 05, 2019 16:29:54
Thursday January 23, 2020 14:19:24

Don Hasch

don.hasch@staples.com
03530933-5d38-4€03-a53c-27c14c4f6471
170.37.244.38

Vendor Name: Staples Contract & Commercial LLC
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Specifications

Table 1: Proposer Identity & Authorized Representatives

General Instructions (applies to all Tables) Sourcewell prefers a brief but thorough response to each question. Please do not merely
attach additional documents to your response without also providing a substantive response. Do not leave answers blank; mark "NA" if
the question does not apply to you (preferably with an explanation).

Line
item

Question

Response *

Proposer Legal Name (and
applicable d/b/a, if any):

Staples Contract & Commercial LLC (Staples)

proposal, if any (hame, title,
address, email address & phone):

2 Proposer Address: 500 Staples Drive, Framingham, MA 01702
3 Proposer website address: www.StaplesAdvantage.com
4 Proposer's Authorized Joanne Harris
Representative (name, title, Chief Commercial Officer, Staples
address, email address & phone) |500 Staples Drive, Framingham, MA 01702
(The representative must have Email: joanne.harris@staples.com
authority to sign the “Proposer’s Phone: (508) 253-5000
Assurance of Compliance” on
behalf of the Proposer):
5 Proposer's primary contact for this |Don Hasch
proposal (name, title, address, Senior Manager - SLED Team (State, Local, and Education)
email address & phone): 16501 Trojan Way, La Mirada, CA 90638
Email: don.hasch@staples.com
Phone: (714) 868-4274
6 Proposer's other contacts for this Jeremy Landis

Area Vice President - Vertical Markets

1945 Old Gallows Rd, Suite 200, Vienna, VA 22182
Email: jeremy.landis@staples.com

Phone: {(671) 581-3829

Joseph Gorman

Vice President - Commercial Sales

1414 Radcliffe Street, Suite 110, Bristol, PA 19007
Phone: (215) 292-3160

Email: joseph.gorman@staples.com

Table 2: Company Information and Financial Strength

Line
Item

Question

Bid Number: RFP 012320

Response *

Vendor Name: Staples Contract & Commercial LLC
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7 Provide a brief history of your company, Staples, The Worklife Fulfilment Company, has 33 years of expertise helping
including your company's core values, organizations of all sizes be more productive, connected and inspired — however
business philosophy, and industry longevity and wherever they work today. With dedicated account teams, category professionals,
related to the requested egquipment, products |innovative brands and a curated assortment for business, Staples provides
or services. customized solutions to help organizations achieve their goals. Headquartered near

Boston, Staples operates in North America.

As the pioneer of office solutions, Staples knows work is more than a job. It is a
sense of purpose and fulfillment that defines us. As “The Worklife Fulfililment
Company”, we have programs that fit every size organization, from a one-person
office to the Fortune 100 organization, across all industries, including academic
institutions, healthcare, state and federal governments. We're here to help with
products, services and solutions, combined with our expertise, best-in-class national
distribution, customer service, competitive pricing and state-of-the-art e-commerce site.
WORKLIFE PRODUCTS & SOLUTIONS

Our products, services and technology are thoughtfully designed and sourced for the
way you work and live. We'll help you and your teams with Worklife:

. Productivity — Helping customers and their teams do more.

. Connectivity — Building better communication and ways of working.

. Inspiration ~ Inciting creative thinking through spaces that feel good.

YOU CAN COUNT ON US

. Reliable financial stability allows us to continually evolve to meet the needs of
our customers, as a strong stable supplier.

. Community involvement with 42,000 associates across the U.S. who live and
work where your Members do.

. Eco-responsible business partner to help customers boost everyday sustainability.

Bid Number: RFP 012320 Vendor Name: Staples Contract & Commercial LLC
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8 Provide a detailed description of the products |From business essentials to facility supplies, and custom print to furniture, Staples
and services that you are offering in your offers an unmatched selection of products and services, saving your participating
proposal. Members the time and expense of dealing with multiple vendors. With free next-day

delivery available for more than 500,000 products on our e-commerce site, our
industry-leading breadth and depth of solutions includes:

INNOVATIVE PRODUCT SOLUTIONS

With the introduction of our new innovative products we offer tools and systems that
help drive solutions in business essentials, breakroom, facilities, technology and
fumiture:

i Tru Red — Thoughtfully designed business essentials to help you work, create
and innovate better. Quality tested and engineered to last.

. NXT Technologies — Tech products to keep your teams connected and
productive — whether they're at the office or the airport, a coffeehouse or the couch.
. Coastwide Professional — Professional-grade facility and pack and ship supplies
built to spec and made to perform, with no wasted product or labor.

. Perk — Breakroom essentials designed with quality, value and just the right
touch of personality to bring fun and energy to break time.

’ Union & Scale — Furniture and decor that work together in perfect harmony.
There’s a collection for every style and work style.

We've simplified our product assortment to focus on the right choices for business
and institutions versus every product out there. So, it will be easier for your
participating Members to get exactly what they need.

" Business Essentials — Staples can help participating Members search for a
better way. We fulfill the essentials for teams to be more productive, more organized
and more inspired. We camy everything from copy paper to smart phones and
accessories, with a wide selection of green and MWBE products.

. Facility Solutions — We know that results matter. We can work with participating
Members to provide a clean, efficient and seamiessly stocked workspace. Our
Facility Solutions offering includes a wide selection of products from best-in-class
manufacturers, including Diversey, GOJO, Georgia-Pacific, Kimberly-Clark and
Rubbermaid. Our exclusive BluPrint™ site assessment tool helps to analyze
participating Members’ facilities operations to offer cost saving recommendations.

. Furniture Solutions — We can work with participating Members on their journey
to create a productive, collaborative environment with inspired workspaces through our
products, technology, people and services. Qur Fumiture Solutions offering provides
access to more than 250 best-in-class manufacturers, including Allstee!, HON, Global
and National.

B Print & Marketing Services — We can create custom print essentials and high-
quality products through our expertise and technology. Every year, we handle more
than 396,000 print jobs. It is clear customers are already choosing Staples as their
trusted print provider.

. Technology Solutions — We offer differentiated and thoughtfully designed tech
products and exclusive brands. Our Technology Solutions offering includes a wide
selection of products from everyday tech and data center solutions to printer fleet
management and network services. With more than 1,000 vendors and suppliers, we
offer more than one million items delivered nationwide.

. Breakroom Solutions — We can help participating Members create a more
connected and inspired workspace with a complete breakroom experience. From
coffee and coffee brewers to water coolers, cutlery and snacks, the wide variety of
products we offer in this category continues to match the needs of every generation
in the workforce. Our breakroom specialists are ready to analyze your space and
provide cost saving recommendations.

. Pack & Ship Solutions — We can unlock advancements through our products,
people and supply chain. We can help keep your operations running smoothly. From
sourcing package-specific tape to helping lower your damage rate, our Pack & Ship
Specialists partner with you to drive efficiency in your participating Members’
operations,

. Staples Promotional Products — With more than one million products plus well-
cultivated relationships with a global supply network, Staples can help participating
Members create unique branded solutions for all their buying needs.

9 What are your company's expectations in the |[Our expectation is to build on our already strong and dynamic partnership, and to
event of an award? continue to drive tremendous value, efficiencies and savings to existing and future
Sourcewell Members. Our hope is that many more Sourcewell Members will join the
thousands of existing participating Members curmently enjoying the benefits that our
Sourcewell awarded contracts offer. Our goal is to enhance our value in becoming a
true sustainable resource for your Members, providing industry intelligence, advice and
research collateral to further supplement the products/services we have offered in the
past. Our expectation is to continue the trend of exponential sales growth year over
year that we have experienced as a contract award holder for the past 15 years.

Bid Number: RFP 012320 Vendor Name: Staples Contract & Commercial LLC
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10 Demonstrate your financial strength and Slaples represents that it has the financial resources available to perform its
stability with meaningful data. This could obligations under an agreement reached between Staples and Sourcewell. Please
include such items as financial statements, see Attachment 1 for Staples’ Bank and Trade References.

SEC filings, credit and bond ratings, letters Staples became a private company in 2017 and no longer publicly reports our

of credit, and detailed reference letters. financial information. Staples can provide limited financial information directly to Dr.
Upload supporting documents (as applicable) |Chad Coauette, Executive Director & CEO at Sourcewell, once we have a current,
in the document upload section of your fully executed Non-Disclosure Agreement in place. If provided, please note that our
response. financial information would be considered Trade Secret.

11 What is your US market share for the Staples' leading financial position allows the company to invest in its business,
solutions that you are proposing? expand its products and services and provide customers with the confidence of

working with a strong and stable supplier. We have programs that fit every size
organization, across all industries. As a private company, Staples considers our
market position confidential, however, Staples serves more than 2.5 million small, mid-
size and commercial enterprise business customers, including many of the largest

and most trusted companies and institutions in the U.S.

12 What is your Canadian market share, if any? |Please see our response to Question 11 above.

13 Has your business ever petitioned for No. Staples Contract & Commercial LLC has never been the subject of a bankruptcy
bankruptcy protection? If so, explain in detail. |action.

14 How is your organization best described: is it |Staples is best described as (a) a distributor/dealer/reseller. Staples is authorized to
a manufacturer, a distributor/dealer/reseller, or |resell all products offered under this proposal by the terms of Vendor Program
a service provider? Answer whichever Agreements (VFPA) established with each of our suppliers. Upon request, Staples is
question (either a) or b) just below) best willing to provide Sourcewell with specifics of our authorization as a reseller from any
applies to your organization. of the manufacturers we represent.

a) If your company is best described as a |Staples also intends to utilize certain company affiliates under the Staples, Inc.
distributor/dealer/reseller (or similar entity), umbrella to serve as authorized dealers and distributors under this agreement. Any
provide your written authorization to act as a |sales by such affiliates pursuant to this agreement would be reflected in a written
distributor/dealer/reseller for the manufacturer |agreement between such affiliate and Sourcewell participating Member with reference
of the products proposed in this RFP. If made to the Staples/Sourcewell contract. These affiliates include DEX Imaging LLC,
applicable, is your dealer network a leading natichnwide managed print services provider.

independent or company owned?

b) If your company is best described as a

manufacturer or service provider, describe

your relationship with your sales and service

force and with your dealer network in

delivering the products and services proposed

in this RFP. Are these individuals your

employees, or the employees of a third party?

15 If applicable, provide a detailed explanation Staples is licensed to do business in all 50 U.S. states, Puerto Rico and U.S.
outlining the licenses and certifications that territories. Staples is fully compliant with all applicable federal and state laws and
are both required to be held, and actually regulations. Staples also requires that all third-party companies and subcontractors
held, by your organization (including third that may be utilized in the provision of the services contemplated under this RFP
parties and subcontractors that you use) in hold all required business licenses and certifications required by law.
pursuit of the business contemplated by this The following are functions where Staples may involve subcontractors in the provision
RFP. of the products and services contemplated by this RFP:

. Delivery: We utilize a combination of our own fleet and carefully selected third-
party courier providers to supplement our territory reach as needed.

. Service, Installation & Repair: Some product lines, such as managed print
services, fumniture and facility solutions may involve service, repair and installation
functions.

. Diversity One Program: Staples has established strategic alliances with highly
respected diverse and small business suppliers who have extensive experience
serving the public sector and large institutional customers.

We will be happy to share additional information with Sourcewell upon request.

16 Provide all "Suspension or Debarment” Staples Contract & Commercial LLC has not been debarred, suspended, proposed
information that has applied to your for debarment, or declared ineligible for the award of contracts by any federal agency
organization during the past ten years. during the past ten years.

17 Within this RFP category there may be Staples offers hundreds of thousands of products in a host of categories that are
subcategories of solutions. List subcategory necessary for Sourcewell Members to manage and maintain their operations and
titles that best describe your products and facilities. These categories are ever evolving as customers' needs evolve but they
services. currently include product categories such as office and school supplies, janitorial

products and equipment, breakroom, safety, transactional furniture, print, promotional
producls, technology hardware and sofiware as well as mobile peripherals including
tablets, and more. Staples continues to invest in and expand into these and many
other product segments based on customer and industry demand.,
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Table 3: Industry Recognition & Marketplace Success

:;::: Question Response *

18 Describe any relevant industry awards or Thanks to the collaborative effort of our leadership team and our associates around
recognition that your company has received the world, Staples continuously receives awards and accolades for our service and
in the past five years corporate responsibility.

COMPANY RANKINGS

. #20 on Forbes America's Largest Private Companies list for 2018

» #4 on Modern Distribution Management's Top Jan/San Distributors list for 2018
. #2 on Advertising Specialty Institute’s Top 40 Promotional Products Distributors
list for 2019

. #63 on National Retail Federation's Top 100 Retailers list for 2019
ENVIRONMENTAL AWARDS & RECOGNITIONS

* Awarded U.S. EPA's ENERGY STAR Partner of the Year-Sustained Excellence
in 2019 for the 10th year

. S&P Global Platts Grid Edge Award Finalist 2018

. Ranked #13 among retailers on the 2018 Green Power Top Partnership list
from the U.S. EPA

o S&P Global Platts Corporate Social Responsibility Award Winner 2017

B Selected as component of the Dow Jones Sustainability Indices in 2017 for the
14th consecutive year

. Received the 2016 Alliance to Save Energy’s Built Environment Star of Energy
Efficiency Award for our commitment to reducing energy consumption and improving
efficiency in stores

DIVERSITY AWARDS & RECOGNITIONS

& Lesa Rivers, Director of Supplier Diversity, nominated as one of 2014’s Top 25
Women in Power Impacting Diversity by DiversityPlus Magazine

. Named one of the 2018 Best Places to Work for LGBTQ Equality by the
Human Rights Campaign for eight consecutive years

SUPPLIER AWARDS

H NJPA (Sourcewell) Legacy Award (2015)

f HP U.S. Partner to Watch (2017)

. HP U.S. Supplies Partner of the Year (2017)

. CBRE Supplier of the Year (2017)

19 Wh@kpr:rcenlage your sales are to the Staples considers corporate financial information to be proprietary. However, based

governmen ctor in the past three years on our own mutual sales, we achieved over $70M in state and municipal
government sector sales annually under our Sourcewell awarded contracts.
—— Staples’ response to question 19 should be considered as “Trade Secret”, as
/ defined by Minnesota Statutes 325C.01, Subd. 5. Exempt from public disclosure
o \ under applicable law.

20 at percentage/of your sales are to the Staples considers corporate financial information to be proprietary. However, based
edpcation seet6r in the past three years on our own mutual sales, we achieved over $160M in education sector sales

annually under our Sourcewell awarded contracts.

-— Staples’ response to question 20 should be considered as “Trade Secret”, as
defined by Minnesota Statutes 325C.01, Subd. 5. Exempt from public disclosure
under applicable law.

21 List any state or cooperative purchasing Staples holds the following national public sector cooperative contracts:
contracts that you hold. What is the annual . Sourcewell
sales volume for each of these contracts . NASPO ValuePoint
over the past three years? . NPP Gov

. E&l

Staples holds numerous state office products purchasing contracts throughout the
U.S, including multiple states that have adopted our existing Sourcewell 010615-SCC
Office & Related Supplies contract as their state office supplies contract vehicle.
Staples considers corporate financial information to be proprietary.

22 List any GSA contracts that you hold. What |Staples has the following GSA contracts:
is the annual sales volume for each of these |+ 47QSEA19D008T — Schedule 75: Enhanced SIN for Office Supplies &
contracts over the past three years? Services/Office Supplies 4th Generation (0S4)

s GS-07F-035BA ~ Schedule 73: Food Service, Hospitality, Cleaning Equipment
and Supplies, Chemicals and Services

H GS-28F-018AA — Schedule 71: Furniture

. GS-03F-051GA ~ Schedule 78: Sports, Promotional, Outdoor, Recreation,
Trophies and Signs

Staples considers corporate financial information to be proprietary.
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Table 4: References/Testimonials

Line Item 23. Supply reference information from three customers who are eligible for Sourcewell membership.

Entity Name *

Hillsborough County Public Schools (Florida)
County of Orange (California)

County of Sacramento (California)

Phone Number*
(813) 272-4370
(714) 567-7368
(916) 876-6362 :

Contact Name *

Cristine Jones, CPPB
Yarida Guzman

Craig Rader, CPPO, CPPB

Table 5: Top Five Government or Education Customers

Line Item 24. Provide a list of your top five government, education, or non-profit customers (entity name is optional), including entity type,
the state or province the entity is located in, scope of the project(s), size of transaction(s), and dollar volumes from the past three years.

Entity Name Entity Type * g:itvei; co* Scope of Work * Size of Transactions * egglrasryolume et THIIeE:
Chicago Education ltinois - IL Office Supplies and related Due to various non- Proprietary Information
Public Schools products and services disclosure agreements in

place, we do not disclose

financial information or

specific contract details

for our customers.
Hillsborough Education Florida - FL Office Supplies and related Due to various non- Proprietary Information
County Public products and services disclosure agreements in
Schools place, we do not disclose

financial information or

specific contract details

for our customers.
Anoka Education Minnesota - MN |Office Supplies and related Due to various non- Proprietary Information
Hennepin products and services disclosure agreements in
Independent place, we do not disclose
School District financial information or
#11 specific contract details

for our customers.
University of Education Colorado - CO |Office Supplies and related Due to various non- Proprietary tnformation
Colorado products and services disclosure agreements in

place, we do not disclose

financial information or

specific contract details

for our customers.
County of Government California - CA |Office Supplies and related Due to various non- Proprietary Information
Orange products and services disclosure agreements in

place, we do not disclose N

financial information or

specific contract details

for our customers.

Table 6: Ability to Sell and Deliver Service

Describe your company’s capability to meet the needs of Sourcewell Members across the US, and Canada if applicable.Your
response should address in detail at least the following areas: locations of your network of sales and service providers, the number of

workers (full-time equivalents) involved in each sector, whether these workers are your direct employees (or employees of a third party),
and any overlap between the sales and service functions.

Line

Item Question
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25 Sales force. Staples has a national service footprint and provides sales coverage to nearly the
entire U.S. The map and listing attached does not include the locations of our remote
sales teams and account leaders. We have more than 4,500 sales associates
dispersed in every major city and market so that we are close to your Members and
can quickly meet their needs. Please see Attachment 2 for details on our sales
offices nationwide.

Our national account management model leverages a single, centralized point of
contact for each participating Member. The Account Manager is empowered to make
most decisions regarding pricing, contractual terms and service commitments on a day-
to-day basis. Of equal importance is the streamlined internal process we have in
place to escalate issues requiring management input or approval. This process
enables our Account Managers to provide timely responses to any issue, large or
small.

C Business Development — Responsible for communicating the benefits and value
of Staples and our offerings to potential new paricipating Members

* Account Manager — Member's partner to provide insights and recommendations
on Worklife Solutions

. Category Account Executive — Focuses on specific Staples product categories
leveraging their in-depth knowledge and expertise to fully support participating Member
needs

E Customer Success Consultant — Member's support to help with their day-to-day
needs

. Site Management Team — Team that proactively ensures compliance of each
program in all locations

. Category Professionals — Industry experts in facilities, technology, furniture, print
and promotional products that provide assessments to recommend efficiencies and
savings

. Customer Service — Live knowledgeable representatives available to get answers
fast while shopping on our ordering site through live chat and standing by to help via
email and phone

26 Dealer network or other distribution methods. |Staples is best described as a distributor/dealet/reseller. Staples is authorized to resell
all products offered under this proposal by the terms of Vendor Program Agreements
(VPA) established with each of our suppliers. Upon request, Staples is willing to
provide Sourcewell with specifics of our authorization as a reseller from any of the
manufacturers we represent.

Staples also intends to utilize certain company affliates under the Staples, Inc.
umbrella to serve as authorized dealers and distributors under this agreement. Any
sales by such affiliates pursuant to this agreement would be reflected in a written
agreement between such affiliate and Sourcewell participating Member with reference
made to the Staples/Sourcewell contract.

27 Service force. Staples has a national service footprint that provides service and distribution coverage
to nearly the entire U.S., with more than 8,900 fulfillment and delivery associates
employed directly by Staples and are nationally dispersed throughout the U.S.
Additionally, Staples has approximately 550 customer service associates in our call
centers, including representatives who process fax orders, answer customer emails and
provide agent support.

Staples proudly operates the most extensive and technologically advanced distribution
network in the industry and Sourcewell participating Members will continue to benefit
from a robust national network of fulfilment centers equipped to achieve their next-
business-day shipping needs. Our network is strategically located close to our delivery
partners, vendors and customers to ensure that we always keep our network costs
low. This means getting products to Sourcewell Members accurately, on time, complete
and undamaged. Please see Attachment 3 for a list of our fulfilment centers in the
u.s.
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28 Describe in detail the process and At Staples, we have a team by each participating Members side, dedicated to serve.
procedure of your customer service Staples owns and operates four North American call centers staffed with highly trained
program, if applicable. Include your Staples associates. Additional support is provided offshore, as needed, to reduce wait
response-time capabilities and times and ensure ample coverage for our customers nationwide. All customer service
commitments, as well as any incentives that |associates provide expert support for more than five million customer inquiries per
help your providers meet your stated year.
service goals or promises. To drive higher customer satisfaction, Staples provides:

* A One & Done Service Culture — With a first-call resolution rate of 90%, we
train and empower our associates to resolve issues at initial contact.

. Direct Connection to a Live Representative — Participating Members will always
reach a Staples Customer Service Representative right away. Our goal is to answer
calls within 30 seconds and reply to emails within four hours.

* A Knowledgeable, Highly Trained Team — Every call center associate attends a
comprehensive three-week training program covering customer service skills, problem
resolution and product information.

. Proactive Alerts — If a delivery delay is expected, we'll let the Member know.

. A Continuous Feedback Loop — We review all customer feedback and if the
Member is not satisfied, we follow-up with them to make things right.

SERVING SOURCEWELL MEMBERS' NEEDS

Our Customer Service Representatives have access to all the details necessary to
provide service specific to participating Members’ business, and even their location.
The Staples Customer Service team is their first line of contact for:

. Login support and password resets

New user set up and adding ship-to locations

Assisting with online profile management

Aiding with account setup, expedited ordering and research

Pricing inquiries and special orders processing

Delivery and backorder tracking

. Billing and tax exemption questions

Customer Service is conveniently available Monday through Friday from 8:00 a.m. to
8:00 p.m. EST by email, phone or via live chat on StaplesAdvantage.com.

CALL CENTER STRUCTURE

H Customer Service Representative — Responsible for order entry, issue resolution,
providing order status and product information. This individual has ongoing direct
contact with participating Member and develops a strong knowledge of the specifics of
their account.

. Order Resolution Associate — Facuses only on order entry, resulting in time and
accuracy efficiencies.

. Team Manager — Coordinates the activities of the Customer Service
Representatives in each group, ensuring that each account is supported, and
procedures are enforced.

B Customer Operations Team - Communicates with participating Member about next-
business-day delivery exceptions and rare instances of product cancellations.

: Quality Assurance Team — Monitors contact between associates and customers
and reports on key customer service trends important to the business. Coaches both
managers and associates to improve the quality of customer interactions.

MANAGED PRINT SERVICES

DEX Imaging’s Managed Print Services help participating Members create a more
efficient, customized and sustainable printing network. DEX Imaging’s customer service
outreach is a multi-faceted group. There is customer service through each touchpoint
of the process: initial meeting, implementation, and ongoing management — making up
the participating Member's account team. The DEX Imaging Account Sales Manager
is their main point of contact for their MPS program and is in contact with the
Member from pre-sale forward. Their customer service representative is involved in the
coordination and participation for the installation, setup, and provides solutions for
various technological devices while overseeing the customer database. Their project
manager is responsible for the implementation of their devices from sale to delivery.
With any equipment troubles, there is a 3-ayer approach. Participating Members will
speak to either Customer Service, a Service Engineer or have a Service Technician
dispatched, depending on the complexity of their issue. DEX Imaging's service
department has a historical 99.98% approval rating, due in large part to the exclusive
Customer Care Program we've implemented.

29 Identify any geographic areas of the United |Our proposal includes service to all geographic areas in the continental U.S. and
States or Canada that you will NOT be fully |Alaska. There are some product and service exceptions and/or additional costs for .
serving through the proposed contract. Hawaii and other U.S. territories. Please see Question 31 below for more details.
Staples is not including Canada in the scope of our proposal.
30 Identify any Sourcewell Member sectors Staples has a national presence in the U.S. If re-awarded the office products
(i.e., government, education, not-for-profit) agreement with Sourcewell, Staples will continue its established efforts to promote the

that you will NOT be fully serving through Sourcewell agreement in compliance with Staples’ contractual obligations and the
the proposed contract. Explain in detail. For |suitability of the Sourcewell agreement for the applicable prospect/customer.
example, does your company have only a
regional presence, or do other cooperative
purchasing contracts limit your ability to
promote another contract?
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31 Define any specific contract requirements or |Staples reserves the right to charge fees to the following locations unless otherwise
restrictions that would apply to our mutually agreed between Staples and the participating Member.
Members in Hawaii and Alaska and in US |[Delivery to Alaska or Hawaii. The following additional delivery terms apply for
Territories. shipments to Alaska or Hawaii: Shipments up to 159 Ibs. will be shipped with transit

times of two to three (2 to 3) business days. Shipments over 159 Ibs. or items which
cannot be shipped via normal means, including any items which are classified as
hazmat or ORM-D (other regulated materials for domestic transport only), are shipped
via ocean freight. Staples’ policies prohibit shipment of any fully regulated hazmat
items. Such items must be shipped directly from the vendor. Ocean shipments will be
delivered approximately fourteen (14) calendar days from the date of shipment. All
shipments to Alaska or Hawaii will be subject to a 25% surcharge to help offset the
cost of freight.

Every country has specific requirements in which both the exporter and importer must
follow; here are some additional specific details for U.S. Territories and Possessions:
Delivery to Puerto Rico. The following additional delivery terms apply for shipments to
Puerto Rico: Shipments up to 150 lbs. will be shipped with transit times of two (2)
business days. Shipments over 150 Ibs. are shipped via ocean freight. Any goods
classified as ORM-D (other regulated materials for domestic transport only) will also
ship ocean freight, regardless of weight. No hazardous goods can be exported to
Puerto Rico. Transit time is approximately seven to ten (7 to 10) business days from
door-door. Buyer is responsible for all customs or tax filings or applications necessary
to effect the importation of the Products. Delays may result from Buyer's failure to
satisfy all customs clearance requirements. All taxes, fees, and other costs (including
freight) will be charged back to Buyer on a separate invoice.

Delivery to U.S. Virgin islands. The following additional delivery terms apply for
shipments to the U.S. Virgin Islands: Shipments up to 150 Ibs. will be shipped UPS
WorldShip, using the most commercially advantageous WorldShip service available,
with transit times of approximately three (3) business days. Products weighing over
150 lbs. will be shipped via ocean freight. No hazardous goods can be exported to
these locations. Any goods classified as ORM-D (other regulated materials for
domestic transport only) will ship ocean freight, regardless of weight, and will require
an additional five (5) days of transit time. Buyer is responsible for all customs or tax
filings or applications necessary to effect the importation of the Products. Delays may
result from Buyer's failure to satisfy all customs clearance requirements. All taxes,
fees, and other costs (including freight) will be charged back to Buyer on a separate
invoice.

Delivery to American Samoa, Guam, Northern Mariana Islands. The following additional
delivery terms apply for shipments to American Samoa, Guam, and the Northern
Mariana Islands: Shipments up to 150 Ibs. will be shipped UPS WorldShip, using the
most commercially advantageous WorldShip service available, with transit times of
approximately five (5) business days. Products weighing over 150 Ibs. will be shipped
via ocean freight. No ORM-D goods or hazardous goods can be exported to these
locations. Buyer is responsible for all customs or tax filings or applications necessary
to effect the importation of the Products. Delays may result from Buyer's failure to
satisfy all customs clearance requirements. All taxes, fees and other costs (including
freight) will be charged back to Buyer on a separate invoice.

Import/Export. If Staples agrees to export Products from the U.S. to Buyer's locations
outside the U.S. (including but not limited to Mexico, Canada and all U.S.
Possessions and Territories) (for these purposes referred to as “Other Locations"), the
following applies: (a) Staples will not be the Importer of Record for any Products
shipping to Other Locations. Buyer or Buyer's agent shall nominate a customs clearing
agent to act on its behalf and to facilitate the import customs clearance process.
Buyer shall be responsible for obtaining any documentation, such as special permit(s)
or license(s) that may be required to import Products; (b) Buyer shall be responsible
for payment of any customs clearance and duties and taxes and the full freight cost of
the shipment; (c) Staples will not provide Certificates of Origin (C/O) or Free Trade
Agreement certificates; (d) Staples will not export the following Products: ORM-D
(Other Regulated Materials-Domestic); consumables; and/or Products prohibited from
export by Staples’ vendors; (e) Staples will not export Products to Other Locations in
the event any export restriction applies; and (f) Staples will not accept returns from
Other Locations unless agreed in writing.

Table 7: Marketing Plan

Line

item Question Response ” ‘ |
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32 Describe your marketing strategy for Staples response to questions 32 through 34 of this section should be considered
promoting this contract opportunity. as “Trade Secret”:
Upload representative samples of your |Staples' strategy for the national promotion of the Sourcewell Contract consists of four
marketing materials (if applicable) in fundamental and ongoing approaches that our experience has shown are critical to the
the document upload section of your contract’s success. These approaches are based on leveraging the unique skills and
response. strengths of our business development and account management sales team.
. Business Development - prospecting and acquisition process
0 Continue to focus efforts on acquisition of participating Members in the public sector
through the Sourcewell contract
0 Leverage the unique skills and strengths of our mid-market teams for small and
medium sized Members and our enterprise teams for larger more complex Members
. New Account Management - new account implementation and ramp
0 Implement accounts with specificity, efficiency and speed
o Comprehensive program training
. Existing Account Management - existing account communication and penetration
[0 The development and deployment of program tools to ensure individual entity
adoption, compliance, loyalty and satisfaction
- Ongoing Internal Training and Education
o] Continue to develop internal training tools that communicate best practices, processes
and contractual specifics throughout our salesforce
It is our responsibility and our goal to leverage existing communication tools and best
practices to successfully support the Sourcewell contract through the acquisition and
implementation of new participating Members and the continued service and management
of existing accounts. These tools and tactics are further enumerated in our Attachment 4 —
Sourcewell Marketing Plan.
We have also included representative samples of some of the marketing materials we
make available to your participating Members. Actual examples can be provided upon
request.
The plan;
. Is a complete lifecycle of internal and external tools that ensures contract promotion
through proven best-practices and constant innovation
. Relies on the committed resources of the entire Staples organization, supported by
our senior management team
. Utilizes a full range of tools and technology including, but not limited to:
o Online and in-person training tools and techniques
o Leveraging the significant investment Staples has made in sales force automation
methods to ensure the consistency of message, availability of materials and visibility into
progress throughout the entire sales organization.
[s} Internal instructional website presence for sales education
0 Public-facing website presence for current and prospective Sourcewell participating
Members
33 Describe your use of technology and As detailed in Attachment 4, Staples utilizes digital, social and sales enablement marketing
digital data (e.g., social media, materials to support Sourcewell targeted opportunities as well as mass communication to
metadata usage) to enhance select customers. Attached is the comprehensive marketing plan that we have developed to
marketing effectiveness. support marketing offerings to support Sourcewell Members. Qur markeling plan promotes
awareness of the Sourcewell contract to your Members utilizing our marketing technology
and ecommerce platform StaplesAdvantage.com
ACCOUNT BASED MARKETING (ABM) - USER-FOCUSED
To ensure compliance, Staples can use digital retargeting and content syndication to
proactively communicate to Sourcewell’s membership in order to drive location (site) and
end user level (conversion) participation. The goal is to improve compliance and revenue of
the Sourcewell/Staples contract.
STAPLESADVANTAGE.COM/SOURCEWELL MICROSITE
Staples also has a public-facing website that educates prospective and existing customers
on the Sourcewell/Staples Contracts:
. Overall Program Highlights
. Contract Highlights
. Ordering Overview
. Product and Service Overview
. Contact Information
. Messaging from Sourcewell
. Link to www.StaplesAdvantage.com/Sourcewell for more information
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34 In your view, what is Sourcewell's role |Our success in driving the Sourcewell contract is directly attributable to the support and
in promoting contracts arising out of participation of Sourcewell itself. In continuing to promote the contract, we see significant
this RFP? How will you integrate a benefit in this continued support exhibited through:

Sourcewell-awarded contract into your |- The ongoing collaboration between Sourcewell and Staples that allows for the
sales process? optimization of identifying, soliciting and acqguiring participating Members and contract
participants.

. The regular communication of industry and public procurement conditions that will allow
Staples to tailor its acquisition and management efforts to contract prospects accordingly.

. The identification and creation of opportunities that allow Staples to provide Sourcewell
participating Members its entire scope of products and services. While providing an
increasingly attractive value proposition for prospective Members and a compelling source
of value for participating Members.

. Assistance in identifying Sourcewell participating Members to provide account of their
contract success, these successes would in turn be used to acquire new participating
Members to the Sourcewell/Staples contract.

. The co-development of marketing materials and the mutual identification of marketing
opportunities including public events and trade shows.

* Ongoing availability to meet with Sourcewell, Staples’ senior-level leadership and sales
management to reinforce the opportunity within the contract and the vital role it plays in
Sourcewell's and Staples’ mutual ongoing success.

35 Are your products or services Yes. At StaplesAdvantage.com, participating Members can do more than just order the
available through an e-procurement products they need. Our site is fully customizable to their unique requirements.
ordering process? If so, describe your |StaplesAdvantage.com provides easy online ordering, the ability to set spend limits,
e-procurement system and how approval flows, and charge orders to multiple departments plus transactional details to
governmental and educational easily reconcile orders. Order management is easy with shopping lists for fast reordering,
customers have used it. order tracking, delivery notifications, free retumns, reporting and online bill pay. And, we have

experience integrating with over 300 third-party purchasing platforms.

EASY ORDERING TOOLS

StaplesAdvantage.com provides features and functionalities to streamline participating
Members’ ordering process while minimizing time spent on purchasing the items their
organization needs to succeed. Key features include:

. Increased Login Security — Website generated welcome email contains a password
set up link for customers to create their unique password for enhanced security.

. Easy Search & Navigation — New header design for effortless navigation and
approvals, orders and shopping lists displayed on the home page for easy access. Search
by keyword or item number for a summary of categories and top-ranking items that match
their criteria. Narrow results by category, brand or your recently purchased items. Advanced
search with auto-suggest terms to find what they want fast and the abifity to add to their
cart from search to save time.

. Shopping Lists — Create, save and share lists of frequently ordered or preferred
contract items for faster reordering while maintaining program compliance.

. Order Status & Tracking — View details on all orders placed in the past 90 days,
track their orders and view proof of delivery.

»  Online Retums — Process returns by clicking Return an Item from the My Order Status
page.

. Ink & Toner Finder — Search by brand, model or cartridge number. Our enhanced ink
and toner finder also includes past purchases and allows end users to save printer
information. Or choose from a range of free recycling options by clicking Recycle Ink &
Toner.

. Favorite ltems — Click the heart icon on product tiles and pages to easily add items
to a shared or personal shopping list that can be made a favorite.

. Time to Reorder — View and reorder items ready for replenishment right from your
Home page, based on purchasing history. Frequently purchased items now include a list of
products purchased over a one-year timeframe. All order management essentials are
available in order history: order search, details, tracking and returns, with up to two years
of history.

. Easy Savings Alternative — Easy savings alternative products are presented on the
product page and at checkout if a similar item with a lower price is available.

’ Customizable Print Products — Personalize business cards, greeting cards, rubber
stamps, nameplates and more using your own design or standard company templates.

. Robust Help Center — The StaplesAdvantage.com Help Center enables customers to
search help topics, manage their account, track or return orders, view or print their packing
slip, get pre-paid address labels to recycle ink and toner and more.

ONLINE PROCUREMENT CONTROLS

Participating Members can achieve greater control over your purchasing with
StaplesAdvantage.com, whether integrated with their existing e-procurement systems or on
its own. We offer:

. User & Location Management — Easily add new users, supervisors and account
administrators and remove or add shipping locations.

«  Approval Controls — Establish spending limits and approval routing to track account
expenditures by user and department.

. Small Order Controls — To maximize efficiencies, implement order controls that prevent
users from placing orders under a minimum amount.

. Customization Features — Customize your platform with special instructions and
messages to keep users in program compliance.

MOBILE CAPABILITIES
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Participating Members can order products, track shipments and access their accounts on
their tablets or smartphones using our mobile app. Available for Android and Apple
devices, features of the Staples mobile app include:

B Full account information, including recent orders, orders pending approval and custom
deals

Scan-to-order functionality

Search, browse and order on the go

One-touch order approvals

Shopping lists for quick replenishment

Ink & Toner Finder

Quick Order entry

Filterable search results

Order status and package tracking

Integration with StaplesAdvantage.com

Secure Remember Me feature for login convenience

ONLINE REPORTING

Participating Members can easily access on-demand reports on StaplesAdvantage.com

. User reports provide pertinent user information inciuding approval hierarchy, ordering
limits and assigned ship-to or budget center information.

. Spending reports provide a summary of purchases by budget center, bill-to, ship-to or
individual for up to 24 months, including details on ordering method, order totals, number of
orders and average order size.

. Budget reports allow you to monitor the variances between spend versus budget.
SCALABILITY

If a participating Member has a surge in new hires or acquires a new division, their
Staples team is ready. StaplesAdvantage.com is fully scalable to meet their changing
business needs. We have the infrastructure in place to handle the ordering needs of
additional users without affecting website performance. We analyze site capacity levels and
plan for additional volume months in advance. We conduct stress tests regularly to ensure
optimum site performance and site speeds.

MANAGED PRINT SERVICES

DEX Imaging’s e-info and Patrol work together as an online reporting channel for
participating Members’ Printer Fleet. The e-info portal allows the client-based management
of an account. Using e-info gives Members the ability to manage devices online by
ordering supplies, checking status orders, initiating service requests, inputting meter reads,
and generally reviewing all accounting facets. This information is extracted from the Patrol
Wi-Fi device we install on all printers on the day of delivery. Patrol safely and securely
receives real-time printer information from your print network to order supplies and monitor
print volumes, providing the hecessary information for powerful reports on printing efficiency.
No more wasted staff time with supply ordering or meter readings — the Patrol device will
let us know when to ship toner or schedule routine maintenance.

Table 8: Value-Added Attributes
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36 Describe any product, equipment, |Staples can introduce a comprehensive communication campaign prior to program launch to
maintenance, or operator training ensure participating Member's employees have a full understanding of their new Staples
programs, and any on-boarding program. As a standard, we train through online webinars to ensure participating Member's
resource or training that you offer |employees across locations and remote users have access to the sessions. Other types of
to Sourcewell Members. Include training sessions can be provided, if needed. Our Field Marketing team will customize a plan

details, such as whether training is |to maximize program awareness at all your locations, including providing information on
standard or optional, who provides |available trainings.
training, and any costs that apply. |Tools and support materials are always available at StaplesAdvantage.com/Information.
Customized materials can be provided upon request. Training sessions can also be
scheduled as needed throughout the life of your program.
JANITORIAL TRAINING PROGRAMS
To create a successful janitorial program for participating Members, Staples provides
customized training programs to demonstrate the best procedures for your staff to use our
products. By employing the correct procedures and techniques, Members’ facilities staff will
dramatically reduce its labor and product costs, increase productivity and improve their
sustainability program.
We have a dedicated Facilities Technical Training team for both customer and in-house
training. This team has an average of 25 years' experience and is certified in the ISSA
Cleaning Industry Management Standard, ISSA Cleaning Industry Training Standard, OSHA
and GHS standards.
We use a library of ISSA-certified training programs along with customized curriculum
developed for the specific needs of our customers. Our training materials include process
manuals and bi-lingual wall charts. Training methods include onsite and web-based programs,
as well as in-person at our training facility in Aurora, Colorado.
The courses we provide include:
. Introduction to cleaning

General safety
. Hard floor care
. Restroom care
General cleaning
Carpet care
Hazard communication
Customer service
Completion of our training program qualifies participating Members' employees for ISSA
CITS Master Cleaner Certification.
PRINT & MARKETING TRAINING
Participating Members will receive customized training and extensive ongoing support from
your Staples account team to ensure a successful program launch. Your Print & Marketing
Account Executive can provide training for your users. It's our goal to make ordering your
print products simple and easy.
About four weeks prior to the go live date, our Field Marketing team will create an
announcement for Members to send to their users that will help set the tone for their Print
program’s success. Over the next few weeks we'll follow up with Coming Soon
communications to promote program awareness and advantages of your new program with
Staples. Staples can send training announcements to users with dates and web-based
training details, plus user guides. Their Print & Marketing Account Executive will host
trainings, ensuring that their trainer has intimate knowledge of their program details.
Once the program launch is complete, participating Member's Print & Marketing Account
Executive will continue to monitor the print program to identify areas of improvement and
opportunity for increased efficiencies.
MANAGED PRINT SERVICES
Training for printers and copiers will be performed upon delivery of new equipment and
offered through the term of the agreement at no charge. Training is provided by either the
DEX Imaging Help Desk Team, Customer Service Team, or our Systems Engineer team.
Users will be given key-op training and instructions sheets for better understanding of the
equipment. Initial training happens at install and should include all users pointed to a specific
device. Multilayer training is available for users of different skill levels. Training will include
functionality of the device, operating within the workflow of a specific department, responsible
use of the equipment, describing policies set forth by the Administration team as well as
general use directions. Ongoing training can be scheduled with the account team and is
suggested for new employees, workflow changes, departmental changes and new policies
implemented by the facility.
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