/ Oregon Department of Administrative Services

. Enterprise Goods & Services - Procurement Services

John A. Kitzhaber, MD, Governor 1225 Ferry Street U140
Satem, Oregon 97301-4285

PHONE: 503-378-4642

FAX: 503-373-1626

November 2, 2014

Office Depot, Inc. / OfficeMax

Tim Burgett, Vice President

Jim Chatfield, National Account Manager
6600 North Military Drive

Boca Raton, FL 33496

Re: Award of the State of Oregon (State), acting by and through its Department of
Administrative Services, Procurement Services (DAS PS), on behalf of the member states of the
WSCA-NASPO Cooperative Purchasing Program (WSCA-NASPO) for Office Supplies and
Services, Toner, Paper, Recycled-Content/Green Products and other Miscellaneous Products per
the agreed upon terms and conditions. This is the Notice to Proceed. Your Master Agreement
Number is PA 5737, for Track One Standard Office Supplies and Track Two Green Office
Supplies.

Attn: Tim Burgett and Jim Chatfield

The Master Agreement will be completed and commence when all the necessary documents have
been approved and signed, Bach participating state will establish its own Participating
Addendum.

This award is based on your response to the RFP 102-2035-13. Your firm is authorized to
proceed with the performance of this Master Agreement and any Participating Addendums
according to the terms, conditions, addendum and requirements of the Request for Proposal and
the Supplemental Terms and Conditions. Per RFP, Section 1.3 Permissive Cooperative
Procurement; Master Agreement(s) there is no guarantee that any state will initiate a
Participating Addendum.

Your firm will be required to sign all documents and return two (2) copies. I will forward a fully
signed original of the Master Agreement and any reporting documents.

Final award is contingent upon the following:
Receipt of Insurance Certificate per Attachment B-Exhibit C

The Insurance Certificate must have the fanguage from the Original RFP for Additional Insured
Section 2 which states:




Qctober 31, 2014
Page 2

Additional Insured:

The Cominercial General Liability insurance and Automobile Liability insurance required under
this Contract shall include the State of Oregon, its officers, employees and agents as Additional
Insureds but only with respect to Contractot’s activities to be performed under this Contract.
Coverage shall be primary and non-contributory with any other insurance and self-insurance.

Also, your firm will be responsible for reporting to both the WSCA-NASPO Cooperative
Development Analyst, the State of Oregon and any patticipating states. A Reporting Format will
be sent you your firm for reporting usage and sales. The Master Agreement and the State of
Oregon requires reporting and an additional Vendor Collected Administrative Fee (VCAF) per
Exhibit C and the attached excel spreadsheets.

If you have any questions regarding this process, please call me at (503) 378-4731 or contact me
via e-mail at pam.johnson@oregon.gov, we appreciate your timeliness and attention to this letter.

Sincerely,

“Pam Johnson, CPPB, OPBC, OCAC
State Procurement Analyst
Dept. of Administrative Services
Procurement Services
1225 Ferry St. SE. U140
Salem, OR 97301-4285

Enclosutes:

WSCA-NASPO Cooperative Contract Sales Repoit
State of Oregon Vendor Collected Administrative Fee (VCAF) Reporting
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Appendix D

Cooperative Contract Sales Reporting Data Requirements and
Data Format (See Attachment)
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Exhibit B

Goods and Prices

EXECUTION COPY
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The category discounts set forth below apply to both the Standard and Green tracks.

g “Wholesale Catalo
CCAT e
NUMBER | = CATEGORY-DESCRIPTION -
Adhesives, Glues, Glue sticks,
1 | Adhesive Removers 63% 48%
Dictionaries, Thesauruses, Dlaries,
2 | Tickets, Reference Sets, etc. 48% 33%
Archive Boxes, Cardboard Boxes,
3 | Storage Containers 61% 50%
Award Framas, Displays, Plagues,
4 | Certificates 49% 35%
5 | Badges, Badge Holders, Lanyards 57% 42%
Batteries, Chargers, UPS Power
Supplies, Surge Protectors,
6 | Extension Cords 54% 45%
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Binder Clips, Paper Clips, Panel
Clips, Pushpins, Thumbtacks, Safety
Pins, Rubber Bands, Scissors,
Shears, Cutters, Trimmers, Hola
Punches

72% A6%

Binders, Combs, Rings, Spines

54% 43%

Book Cases, Book Ends, Book
Shelves

51% 37%

10

White Boards, Bulletin Boards,
Cork Boards, Easels, Poster Boards,
Display Rails

55% 36%

11

Appointment Books, Phone
Message Books, Statement Books,
Fax Message Books, While You
Were Out Books, Forms, Calendars,
Deskpads, Refills, Planners

58% 46%

12

Garbage Can Liners, Shredder bags

74% 47%

13

Carts, Handtrucks

54% 43%
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CDs, DVDs, Cassette Tapes, Tape
Cartridges, CD and DVD Cases, CD
and DVD Storage, VHS Tapes,
Computer Disks and Diskettes, CD
Mailers, Ribbons, Computer Bags
and Cases, Camera Flim, Photo

14 | Paper, Camera Bags, Camera Cases 46% 31%
Chair Mats, Door Mats, Floor Mats,

15 | Anti-fatigue Mats 62% 43% |
Clocks, Hooks, Lamps {including

16 | Desk Lamps and Light Bulbs) 53% 8%
Correction Fluid, Correction Tape,

17 | Correction Pens 61% 48%
Food Service Ware: Cups, Spoons,

18 | Forks, Plates, Bowls 55% 44%
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18

Breakroom Cleaners: Dusters,
Computer Air Dusters, Wipes, All
Purpose Cleaners, Bathroom
Cleaners, Disinfectants, Sanitizers,
Hand Soaps, Glass Cleaners, Air
Freshenars, Dust Pans, Staintess
Steel Cleaners, Microfiber Cloths,
Kitchen Cleaners, Furaiture
Cieaners and Other Cleaning
Supplies

55%

40%

20

Chalk Erasers, Dry Erase Erasers,
Chalk

58%

47%

21

Calculators, Digital Voice
Recorders, Typewriters, Cameras,
Fans, Heaters, Laminators,
Shredders, Pencil Sharpeners, Air
Cleaners

49%

37%
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22

First Ald, Hand Lotions, Hand
Sanitizers, Pain Relief, Gloves,
Safety Supplies

50% 38%

23

Headsets, Headset Accessories,
Headphones

44% 40%

24

Ink Pads, Refills, Calculator ink,
Stamps, Calculator Spools, Adding
Machine Tape, Cash Register Tape,
Wide Format Paper Rolis

60% 50%

25

Knives, Cutters, Blades, Scrapers

61% 49%

26

Labels, Label Makers, Label Holders

56% 44%

27

Mailing Tubes, Mailing Tubs,
Packaging, Envelopes, Fingertips,
Letter Openers, Moistener, Butcher
Paper

65% 53%

28

Markers, Highlighters, Felt Pens

63% 48%
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28

Mice, Keyboards, Wristrests,
Keyboard Pads, Mousepads,
Keyboard Trays, Speakers

53% 40%

30

Paper: Notebooks, Notepads, Pads
of Paper, Sticky Notes, Easel Pads,
Statlonery Paper

73% 58%

31

Office Organizers, Inboxes,
Copyholders, Pen and Pencil
Holders, Wastebaskets, Drawers,
Desktop Shelves

62% A7%

32

paper (including Copy Paper except
for paper in Category 49, Writing
Paper, Colored Paper, etc.)

70% 55%

33

Pencils, Pencil Erasers, Mechanical
pencils, Lead Refills, Pens, Pen
Refills

68% 61%
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34

Protractors, Rulers, Yardsticks,
Compasses, Engineer Triangles,
Measuring Tapes

62%

A7%

35

Report Covers, Files, File Folders,
Pocket Files, Portfolios, Jackets,
Inserts, Folder Frames, Dividers,
Wallet Files, File Guides, Index
Cards, Business Cards, Card
Holders, File Indexes, Tabs,
Ledgers, Tab Reinforcements, Tags,
Sheet Protectors, Letters,
Numbers, Fasteners, Fastener
Bases, Clipboards, Flag Tape

66%

55%

36

Signs, Sign Holders, Flyer Holders,
Racks, Literature Displays, Name
Plates

50%

26%

37

Staplers, Staples, Staple Removers

62%

A1%

36




EXECUTION COPY

Storage Cabinets, Filing Cabinets,
_ 38 | File Storage Systems, Ralls 51% 36%

Tape, Tape Dispensers, Embossing

39 | Tape, Velcro Products 61% 46%
Breakroom Paper Products: Tissue,

40 | Paper Towels, Napkins 55% 44%
Toner Cartridges, LaserJet HP

41 { Brand only including High Yield 45% 37%
All Other HP Brand Toner and Ink

42 | Cartridges, Fusers, Kits, Drums | 42% 31%
Toner and Ink Cartridges, Fusers,

43 | Kits, Drums, Al Other Brands 39% 34%
Remanufactured and Biobased

44 | Toner and Ink Cartridges 49% 47%
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45

Transparency Film, Transparency
Paper, Laminating Supplies,
Laminating Pouches

57%

30%

46

USB Drives, Flash Memory, Zip
Disks

34%

10%

47

"School Supplies”: Art Paper, Art
Supplies, Construction Paper,
Crepe Paper, Paint,
Games/Learning Tools, Crayons

66%

50%

48

Un-Categorized Spend

40%

27%
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Exhibit C
INSURANCE REQUIREMENTS

Contractor shall obtain at Contractor’s expense the insurance specified in this
Exhibit prior to performing under any Contract and shall maintain it in full force
and at its own expense throughout the duration of this Master Agreement and all
warranty periods Contractor shall obtain the following insurance from insurance
companies ot entities that are authorized to transact the business of insurance and
issue coverage in State and that are acceptable to DAS PS.

11

1.2

14

WORKERS COMPENSATION:

All employers, including Contractor, that employ subject workers, as
defined in ORS 656.027, shall comply with ORS 656,017 and shail
provide workers’ compensation insurance coverage for those workers,
unless they meet the requirement for an exemption under ORS 656.126(2).
Contractor shall require and ensure that each of its subcontractors
complies with these requirements. ‘

EMPLOYERS’ LYABILITY:

Required by DAS PS

If Contractor is a subject employer, as defined in ORS 656.023, Contractor
shall obtain employers® liability insurance coverage. Contractor shall
provide proof of insurance of not less than the following amounts as
determined by the DAS PS

$2,000,000.00 Per occurrence limit for multiple claimants.
COMMERCIAL GENERAL LIABILITY:
Required by DAS PS
Commercial General Liability Insurance covering bodily injury, death, and
property damage including product and completed operations in a form
and with coverages that are satisfactory to the State. This insurance shall
include personal injury liability, products, and completed operations.
Coverage shall be written on an occurrence basis. Contractor shall provide

proof of insurance of not less than the following amounts as determined by
the DAS PS

Bodily Injury/Death:

$2,000,000.00 Per occurrence limit for multiple claimants
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1.5 AUTOMOBILE LIABILITY:
Required by DAS PS

Automobile Liability Insurance covering all owned, non-owned, or hired
vehicles. This coverage may be written in combination with the
Commercial General Liability Insurance (with separate limits for
“Commercial General Liability” and “Automobile Liability”). Contractor
shall provide proof of insurance of not less than the following amounts as
determined by the DAS PS:

Bodily Injury/Death:

$2,000,000.00 Per occurrence limit for multiple claimants

1.7 EXCESS/UMBRELLA INSURANCE:

A combination of primary and excess/umbrelia insurance is acceptable. If
Contractor is using excess/umbrelia insurance to meet the minimum
insurance requirement, Contractor’s certificate must include a list of the
policies that fall under the excess/umbrelia insurance. Sample wording is
“The Excess/Umbrella policy is excess over General Liability, Auto
Liability, etc.”

ADDITIONAL INSURED:

The Commercial General Liability insurance and Automobile Liability insurance
required under this Contract shall include the State of Oregon, its officers,
employees and agents as Additional Insureds but only with respect to Contractor’s
activities to be performed under this Contract. Coverage shall be primary and
non-contributory with any other insurance and self-insurance.

“TAIL” COVERAGE:

If any of the required professional liability insurance is on a “claims made” basis,
Contractor shall maintain either “tail” coverage or continuous “claims made”
liability coverage, provided the effective date of the continuous “claims made”
coverage is on or before the effective date of this Contract, for a minimum of 24
months following the later of (i) Contractor’s completion and DAS P§’s
acceptance of all Services required under this Contract, or, (if) The expiration of
all warranty periods provided under this Confract. Notwithstanding the foregoing
24-month requirement, if Contractor elects to maintain “tail” coverage and if the
maximum time period “tail” coverage reasonably available in the marketplace is
less than the 24-month petiod described above, then Contractor shall maintain
“tail” coverage for the maximum time period that “tail” coverage is reasonably
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available in the marketplace for the coverage required under this Contract.
Contractor shall provide to DAS PS, upon DAS PS’s request, certification of the
coverage required under this section,

CERTIFICATE(S) OF INSURANCE:

Contractor shall provide to DAS PS Certificate(s) of Insurance for all required
insurance before delivering any Goods and performing any Services required
under this Contract, The Certificate(s) must specify all entities and individuals
who ate endorsed on the policy as Additional Insured (or Loss Payees).
Contractor shall pay for all deductibles, self-insured retention and self-insurance,
if any. The Contractor shall immediately notify DAS PS of any change in
insurance coverage.
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Exhibit D

WSCA-NASPO Master Agreement Terms and Conditions

1. Master Agreement Order of Precedence

a. Any Order placed under this Master Agreement shall consist of the following
documents:

(1) A Participating Entity’s Participating Addendum (“PA”);

(2) The Oregon Master Agreement, including these WSCA-NASPO Master Agreement
Terms & Conditions;

(3) A Purchase Order issued against the Master Agreement;

(4) The Solicitation; and

(5) Contractor’s response to the Solicitation, as revised (if permitted) and accepted by the
Lead State.

b. These documents shall be read to be consistent and complementary. Any conflict
among these documents shall be resolved by giving priotity to these documents in the
order listed above. Contractor terms and conditions that apply to this Master Agreement
are only those that are expressly accepted by the Lead State and must be in writing and
attached to this Master Agreement as an Exhibit or Attachment.

2, Definitions

Acceptance means a written notice from a Purchasing Entity to Contractor advising
Contractor that the Product has passed its Acceptance Testing. Acceptance of a Product
for which acceptance testing is not required shall occur following the completion of
delivery, instailation, if required, and a reasonable time for inspection of the Product,
unless the Purchasing Entity provides a written notice of rejection to Contractor.
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Acceptance Testing means the process for ascertaining that the Product meets the
standards set forth in the section titled Standard of Performance and Acceptance, prior to
Acceptance by the Purchasing Entity.

Contractor means the person or entity delivering Products or performing services under
the terms and conditions set forth in this Master Agreement.

Embedded Software means one or more software applications which permanently reside
on a computing device. :

Intellectual Property means any and all patents, copyrights, service matks, trademarks,
trade secrets, trade names, patentable inventions, or other similar proprietaty rights, in
tangible or intangible form, and all rights, title, and interest therein.

Lead State means the State centrally administering any resulting Master Agreement(s).

Master Agreement means the underlying agreement executed by and between the Lead
State, acting on behalf of WSCA-NASPO, and the Contractor, as now or hereafter
amended.

Order or Purchase Order means any purchase order, sales order, contract or other
document used by a Purchasing Entity to order the Products.

Participating Addendum means a bilateral agreement executed by a Contractor and a
Participating Entity incorporating this Master Agreement and any other additional
Participating Entity specific language or othet requirerents, ¢.g. ordering procedures
specific to the Participating Entity, other terms and conditions.

Participating Entity means a state, or other legal entity, properly authorized to enter into
a Participating Addendum.

Participating State means a state, the District of Columbia, or one of the territories of
the United States that is listed in the Request for Proposal as intending to participate. A
Participating State is not required to participate through execution of a Participating
Addendum. Upon execution of the Participating Addendum, a Participating State
becomes a Participating Entity.

Product means any equipment, software (including embedded software), documentation,
service or other deliverable supplied or created by the Contractor pursuant to this Master
Agreement. The term Products, supplies and services, and products and services are used
interchangeably in these terms and conditions.

Purchasing Entity means a state, city, county, district, other political subdivision of a
State, and a nonprofit organization under the laws of some states if authorized by a
Participating Addendum, who issues a Purchase Order against the Master Agreement and
becomes financially committed to the purchase.
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WSCA-NASPO is the WSCA-NASPO Cooperative Purchasing Program, facilitated by
the WSCA-NASPO Cooperative Purchasing Organization LLC, a 501(c)(3) limited
liability company that is a subsidiary organization the National Association of State
Procurement Officials (NASPO), the sole member of WSCA-NASPO. The WSCA-
NASPO Cooperative Purchasing Organization fucilitates administration of the
cooperative group contracting consortium of state chief procurement officials for the
benefit of state departments, institutions, agencies, and political subdivisions and other
eligible entities (i.e., colleges, school districts, counties, cities, some nonprofit
organizations, etc.) for afl states and the District of Columbia. The WSCA-NASPO
Cooperative Development Team is identified in the Master Agreement as the recipient of
reports and may be performing contract administration functions as assigned by the Lead
State,

3. Term of the Master Agreement

The initial term of this Master Agreement is for two years. This Master Agreement may
be extended beyond the original contract period as set out in section 1.5 of the Oregon
Master Agreement at the Lead State’s discretion and by mutual agreement and upon
review of requirements of Participating Entities, current market conditions, and
Contractor performance,

4. Amendments

The terms of this Master Agreement shall not be waived, altered, modified, supplemented
or amended in any manner whatsoever without prior written approval of the Lead State
and Contractor,

5, Assignment/Subcontracts

a. Contractor shall not assign, sell, transfer, subcontract or sublet rights, or delegate
responsibilities under this Master Agreement, in whole or in part, without the prior
written approval of the Lead State, except Contractor shall have the right to assign this
Master Agreement to any of its subsidiaries without the prior written consent of Lead
State. Notwithstanding the foregoing, Contractor shall have the right, without first
obtaining the consent of Lead State, to use those third party subcontractors that
Contractor utilizes in its day to day operations, including delivery carriers and customer
service.

b. The Lead State reserves the right to assign any rights or duties, including written
assignment of contract administration duties to the WSCA-NASPO Cooperative
Purchasing Organization LL.C.

6. Price and Rate Guarantee Period

Any adjustment or amendment to the Master Agreement shall not be effective unless
approved by the Lead State and Contractor. No retroactive adjustments to prices or
rates will be allowed. The procedures for price adjustments are specified in section 1.3 of
the Oregon Master Agreement,
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7. Cancellation

Provisions for termination of the Oregon Master Agrecment are set forth therein, A
Participating Entity may cancel its participation upon 30 days written notice, unless
otherwise limited or stated in the Participating Addendum. Cancellation may be in whole
or in part. Any cancellation under this provision shall not affect the rights and
obligations attending orders outstanding at the time of cancellation, inctuding any right of
and Purchasing Entity to indemnification by the Contractor, rights of payment for
Products delivered and accepted, and rights attending any warranty or default in
performance in association with any Order.

8. Confidentiality, Non-Disclosure, and Injunctive Relief

a. Confidentiatity. Contractor acknowledges that it and its employees or agents may, in
the course of providing a Product under this Master Agreement, be exposed to or acquire
information that is confidential to Purchasing Entity’s or Purchasing Entity’s clients.
Any and all information of any form that is marked as confidential or would by its nature
be deemed confidential obtained by Contractor or its employees or agents i the
performance of this Master Agreement, including, but not necessarily limited to (1) any
Purchasing Entity’s records, (2) personnel records, and (3) information concerning
individuals, is confidential information of Purchasing Entity (“Confidential
Information). Any reports or other documents or items (including software) that result
from the use of the Confidential Information by Contractor shall be treated in the same
manner as the Confidential Information. Confidential Information does not include
information that (1) is or becomes (other than by disclosure by Contractor) publicly
known; (2) is furnished by Purchasing Entity to others without restrictions similar to
those imposed by this Master Agreement; (3) is rightfully in Contractor’s possession
without the obligation of nondisclosure prior to the time of its disclosure under this
Master Agreement; (4) is obtained from a source other than Purchasing Entity without the
obligation of confidentiality, (5) is disclosed with the written consent of Purchasing
Entity or; (6) is independently developed by employees, agents or subcontractors of
Contractor who can be shown to have had no access to the Confidential Information.

b. Non-Disclosure. Contractor shall hold Confidential Information in confidence, using
at least the industry standard of confidentiality, and shall not copy, reproduce, sell,
assign, license, market, transfer or otherwise dispose of, give, or disclose Confidential
Information to third parties or use Confidential Information for any purposes whatsoever
other than what is necessary to the performance of Orders placed under this Master
Agresment. Contractor shall advise each of its employees and agents of their obligations
to keep Confidential Information confidential. Contractor shall use commercially
reasonable efforts to assist Purchasing Entity in identifying and preventing any
unauthorized use or disclosure of any Confidential Information. Without limiting the
generality of the foregoing, Contractor shall advise Purchasing Entity, applicable
Participating Entity, and the Lead State in accordance with applicable faw if Contractor
fearns that any person who has had access to Confidential Information has violated or
intends to violate the terms of this Master Agreement, and Contractor shall at its expense
cooperate with Purchasing Entity in seeking injunctive or other equitable relief in the
name of Purchasing Entity or Contractor against any such petson. Except as directed by
Purchasing Entity, Contractor will not at any time during or after the term of this Master
Agreement disclose, directly or indirectly, any Confidential Information to any petson,
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except in accordance with this Master Agreement, and that upon termination of this
Master Agreement or at Purchasing Entity’s request, Contractor shall turn over to
Purchasing Entity all documents, papers, and other matter in Contractor's possession that
embody Confidential Information. Notwithstanding the foregoing, Contractor may keep
one copy of such Confidential Information necessary for quality assurance, audits and
evidence of the performance of this Master Agreement.

c. Injunctive Relief. Contractor acknowledges that breach of this section, including
disclosure of any Confidential Information, will cause irreparable injury to Purchasing
Entity that is inadequately compensable in damages. Accordingly, Purchasing Entity
may seek and obtain injunctive relief against the breach or threatened breach of the
foregoing undertakings, in addition to any other legal remedies that may be available.
Contractor acknowledges and agrees that the covenants contained herein are necessary
for the protection of the legitimate business interests of Purchasing Entity and are
reasonable in scope and content.

d. Purchasing Entity Law. These provisions shall be applibabie only to extent they are
not in conflict with the applicable public disclosure laws of any Purchasing Entity.

9. Right to Publish

Throughout the duration of this Master Agrcement, Contractor must secure from the Lead
State prior approval for the release of any information that pertains to the potential work or
activities covered by the Master Agreement. The Contractor shall not make any
representations of WSCA-NASPO’s opinion or position as to the quality or effectiveness of
the services that are the subject of this Master Agreement without prior written consent,
Failure to adhere to this requirement may result in termination of the Master Agreement for
cause.

10. Defaults and Remedies
"The definition of “breach” and remedies for breach are set out in sections 2.18 and 2,19
of the Master Agreeinent,

11. Shipping and Delivery.

a. The prices are the delivered price to any Purchasing Entity. All deliveries shall be
F.Q.B. destination, freight pre-paid, with all transportation and handling charges paid by
the Contractor. Responsibility and liability for loss or damage shall remain the
Contractor’s until final inspection and acceptance when responsibility shall pass to the
Buyer except as to latent defects, fraud and Contractor’s warranty obligations. The
minimum shipment amount, if any, will be found in the special terms and conditions.
Any order for less than the specified amount is to be shipped with the freight prepaid and
added as 2 separate item on the invoice. Any portion of an order to be shipped without
transportation charges that is back ordered shall be shipped without charge.
Notwithstanding the foregoing, additional freight charges may apply for items exceeding
70 Ibs. in weight and/or 110” in length/width, fumiture, Hawaii, Alaska and Puerto Rico
orders, special orders and/or rush deliveries. Contractor reserves the right negotiate
modified or additional delivery terms with a Participating Entity in a Participating
Addendum.
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b. All deliveries will be “Inside Deliveries” as designated by a representative of the
Purchasing Entity placing the Order. Inside Delivery refers to a delivery to other than a
loading dock, front lobby, or reception area. Specific delivery instructions will be noted
on the order form or Purchase Order. Any damage to the building interior, scratched
walls, damage to the freight elevator, etc., will be the responsibility of the Offeror. If
damage does oceur, it is the responsibility of the Offeror to immediately notify the
Purchasing Entity placing the Order.

¢. All products must be delivered in the manufacturer’s standard package. Costs shall
include all packing and/or crating charges. Cases shall be of durable construction, good
condition, properly labeled and suitable in every respect for storage and handling of
contents. Each shipping carton shall be marked with the commodity, brand, quantity, item
code number and the Ordering Entity’s Purchase Order number.

d. In the event of conflict between this section and Attachment D 1 28 14, Mandatory
Requirements, of the solicitation, Attachment D shall take priority.

12, Changes in Contractor Representation

The Contractor must notify the Lead State of changes in the Contractor’s key
administrative personnel, in writing within 10 calendar days of the change, The Lead State
reserves the right to approve changes in key personnel, as identified in the Contractor’s
proposal. The Contractor agrecs to propose replacement key personnel having

substantially equal or better education, teaining, and experience as was possessed by the
key person proposed and evaluated in the Contractor’s proposal,

13. Force Majeure

Subsections 1.7.7 and 2.13 of the Master Agreement sets out the rights and obligations
for delay or default caused by force majeure.

14, Indemnification

a. The Contractor shall defend, indemnify and hold harmless the State of Oregon as set
out in section 2.17 of the Master Agreement. The Contractor shall further defend,
indemnify, and hold harmless WSCA-NASPO, the Lead State, Participating Entities, and
Purchasing Entities, along with their officers, agents, and employees as well as any
person or entity for which they may be liable, from and against third party claims,
damages or causes of action including reasonable attorneys’ fees and related costs for any
death, injury, or damage to property arising from negligent or intentional aci(s), error(s),
or omission(s) of the Contractor, its employees or subcontractors or volunteers, at any
tier, relating to the performance under the Master Agreement, except to the extent due to
the negligence or willful misconduct of the indemnified party(s).

b. Indemuification — Intellectuat Property. The Contractor shall defend, indemnify and
hold harmless the State of Oregon as set out in section 2.17 of the Master Agreement,
The Contractor shall further defend, indemnify, and hold harmless WSCA-NASPO, the
Lead State, Participating Entities, Purchasing Entities, along with their officers, agents,
and employees as well as any person ot entity for which they may be liable ("Indemnified
Party"), from and against third party claims, damages or causes of action including
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reasonable attorneys’ fees and related costs arising out of the claim that the Product or its
use, infringes Intellectual Property rights ("Intellectual Property Claim"),

(1) The Contractor’s obligations under this section shall not extend to any
combination of the Product with any other product, system or method, unless the Product,
system or method is:

(a) provided by the Contractor or the Contractor’s subsidiaries or
affiliates;

(b) specified by the Contractor to work with the Product; or

(c) reasonably required, in order to use the Product in its intended manner,
and the infringement could not have been avoided by substituting another
reasonably available product, system or method capable of performing the
same function; or

(d) It would be reasonably expected to use the Product in combination
with such product, system or method.

The Contractor’s obligations under this section shatl not extend to any claim,
damages or causes of actions relating to or arising from the Indemnified Party’s misuse,
alteration or other modification of the Product.

(2) The Indemnified Party shall notify the Contractor within a reasonable time
after receiving notice of an Intellectual Property Claim. Even if the Indemnified Party
fails to provide reasonable notice, the Contractor shall not be relieved from its obligations
unless the Contractor can demonstrate that it was prejudiced in defending the Intellectual
Property Claim resulting in increased expenses or loss to the Contractor. If the
Contractor promptly and reasonably investigates and defends any Intellectual Property
Claim, it shall have control over the defense and settiement of it. However, the
Indemnified Party must consent in writing for any money damages or obligations for
which it may be responsible. The Indemnified Party shall fumnish, at the Contractor’s
reasonable request and expense, information and assistance necessary for such defense. If
the Contractor fails to vigorously pursue the defense or settlement of the Intellectual
Property Claim, the Indemnified Party may assume the defense or settlement of it and the
Contractor shall be liable for all costs and expenses, including reasonable aitorneys’ fees
and related costs, incurred by the Indemnified Party in the putsuit of the Intellectual
Property Claim. Unless otherwise agreed in writing, this section is not subject to any
limitations of fiability in this Master Agreement or in any other document executed in
conjunction with this Master Agreement.

15. Independent Contractor

The Contractor shall be an independent contractor. Contractor shall have no
authorization, express or implied, to bind the Lead State, Participating States, other
Participating Entities, or Purchasing Entities to any agreements, settlements, lability or
understanding whatsoever, and agrees not to hold itself out as agent except as expressly
set forth herein or as expressly agreed in any Participating Addendum.
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16. Individual Customers

Except to the extent modified by a Participating Addendum, each Purchasing Entity shall
follow the terms and conditions of the Master Agreement and applicable Participating
Addendum and will have the same rights and responsibilities for their purchases as the
Lead State has in the Master Agreement, including but not limited to, any indemnity or
right to recover any costs as such right is defined in the Master Agreement and applicable
Participating Addendum for their purchases, Each Purchasing Entity will be responsible
for its own charges, fees, and liabilities. The Contractor will apply the charges and
invoice each Purchasing Entity individually.

17. Insurance

a. Unless otherwise agreed in a Participating Addendum, Contractor shall, during the
term of this Master Agreement, maintain in full force and effect, the insurance described
in this section. Contractor shall acquire such insurance from an insurance carrier or
cartiers licensed to conduct business in each Participating Entity’s state and having a
rating of A-, Class VII or better, in the most recently published edition of Best’s Reports.
Failure to buy and maintain the required insurance may result in this Master Agreement’s
termination or, at a Participating Entity’s option, tesult in termination of its Participating
Addendum.

b. Coverage shall be written on an occurrence basis. The minimum acceptable limits shall
be as indicated below, with no deductible for each of the following categories:

(1) Commercial General Liability covering premises operations, independent
contractors, products and completed operations, blanket contractual liability,
personal industey (including death), advertising liability, and property damage,
with a limit of not less than $2 million per occurrence/$2 million general
aggregate;

(2) Contractor must comply with any applicable State Workers Compensation or
Employers Liability Insurance requirements.

¢. Contractor shall pay premiums on all insurance policies. Such policies shall have a
condition that they not be revoked by the insurer until thirty (30} calendar days after
notice of intended revocation thereof shall have been given to Purchasing Entity and
Participating Entity by the Contractor.

d. Prior to commencement of performance for a Participating Entity, Contractor shall
provide to the Lead State a written endorsement to the Contractor’s general liability
insurance policy or other documentary evidence acceptable to the Lead State that (1)
names the Participating Entity as additional insureds, (2) provides that no material
alteration, cancellation, non-renewal, or expiration of the coverage contained in such
policy shall have effect unless the named Participating Entity has been given at least
thirty (30) days prior written notice, and (3) provides that the Contractor’s liability
insurance policy shall be primary, with any liability insurance of any Participating State
as secondary and noncontributory. Unless otherwise agreed in any Participating
Addendum, the Participating Entity’s rights and Contractor’s obligations are the same as
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those specified in the first sentence of this subsection. Before performance of any
Purchase Order issued after execution of a Participating Addendum authotizing it, the
Contractor shall provide to a Purchasing Entity or Participating Entity who requests it the
same information described in this subsection.

e. Contractor shall furnish to the Lead State, Participating Entity, and, on request, the
Purchasing Entity copies of certificates of all required insurance within thirty (30)
calendar days of the exccution of this Master Agreement, the execution of a Participating
Addendum, or the Purchase Order’s effective date and prior to performing any work.
The insurance certificate may provide the following information: the name and address
of the insured; name, address, telephone number and signature of the authorized agent;
name of the insurance company (authorized to operate in all states); a description of
coverage in detailed standard terminology (including policy period, policy number, fimits
of liability, exclusions and endorsements); and an acknowledgment of the requirement for
notice of cancellation, Copies of renewal certificates of all required insurance shall be
furnished within thirty (30) days after any renewal date. These certificates of insurance
must expressly indicate compliance with each and every insurance requirement specified
in this section. Failure to provide evidence of coverage may, at sole option of the Lead
State, or any Participating Entity, result in this Master Agreement’s termination or the
termination of any Participating Addendum.

f. Coverage and limits shall not limit Contractor’s liability and obligations under this
Master Agreement, any Participating Addendum, or any Puzrchase Order,

18. Laws and Regulations

Any and all Products offered and furnished shall comply fully with all applicable Federal
and State laws and regulations.

19. License of Pre-Existing Intellectual Property
Intentionally deleted as not applicable.

20. No Waiver of Sovereign Immunity

In no event shall this Master Agreement, any Participating Addendum ot any contract or
any Purchase Order issued thereunder, or any act of a Lead State, a Participating Entity,
or a Purchasing Entity be a waiver of any form of defense or immunity, whether
sovereign immunity, governmental immunity, immunity based on the Eleventh
Amendment to the Constitution of the United States or otherwise, from any claim or from
the jurisdiction of any coutt.

This section applies to a claim brought against the Participating State only to
the extent Congress has appropriately abrogated the Participating State’s
sovereign immunity and is not consent by the Participating State to be sued in
federal court. This section is also not a waiver by the Participating State of any
form of immunity, including but not limited to sovereign immunity and
immunity based on the Eleventh Amendment to the Constitution of the United
States.
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21. Ordering

a. Ordering procedures are set out in section 1.2 of the Master Agreement.

b. The resulting Master Agreements permit Purchasing Entities to define project-specific
requirements and informally compete the requirement among companies having a Master
Agreement on an “as needed” basis. This procedure may also be used when requirements
are aggregated or other firm commitments may be made to achieve reductions in pricing.
This procedure may be modified in Participating Addenda and adapted to Purchasing
Entity rules and policies. The Purchasing Entity may in its sole discretion determine
which Master Agreement Contractors should be solicited for a quote. The Purchasing
Agency may select the quote that it considers most advantageous, cost and other factors
considered.

¢. Bach Purchasing Entity will identify and utilize its own appropriate purchasing
procedure and documentation. Contractor is expected to become familiar with the
Purchasing Entities’ rules, policies, and procedures regarding the ordering of supplies
and/or services contemplated by this Master Agreement.

d. Contractor shall not begin work without a valid Purchase Order or other appropriate
commitment document compliance with the law of the Purchasing Entity.

e. All communications concerning administration of Orders placed shall be furnished
solely to the authorized purchasing agent within the Purchasing Entity’s purchasing
office, or to such other individual identified in writing in the Order.

£, Orders must be placed pursuant to this Master Agreement prior to the termination date
thereof, but may have a delivery date or performance period up to [20 days past the then-
cutrent termination date of this Master Agreement. Contractor is reminded that financial
obligations of Purchasing Entities payable after the current applicabte fiscal year are
contingent upon agency funds for that purpose being appropriated, budgeted, and
otherwise made available.

g. Notwithstanding the expiration or termination of this Master Agreement, Contractor
agtees to petform in accordance with the terms of any Orders then outstanding at the time
of such expiration or termination, Contractor shall not honor any Orders placed after the
expiration or termination of this Master Agreement, or otherwise inconsistent with its
terms. Orders from any separate indefinite quantity, task orders, or other form of
indefinite delivery order arrangement priced against this Master Agreement may not be
placed after the expiration or termination of this Master Agreement, notwithstanding the
term of any such indefinite delivery order agreement.

22. Participants

a. Contractor may not deliver Products under this Master Agreement until a Participating
Addendum acceptable to the Participating Entity and Contractor is executed. The
WSCA-NASPO Master Agreement Terms and Conditions are applicable to any Order by
a Participating Entity (and other Purchasing Entities covered by their Participating
Addendum), except to the extent altered, modified, supplemented or amended by a
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Participating Addendum. By way of illustration and not limitation, this authority may
apply to unique delivery and invoicing requirements, confidentiality requirements,
defaults on Orders, governing law and venue relating to Orders by a Participating Entity,
indemuification, and insurance requirements. Statutory or constitutional requirements
relating to availability of funds may require specific language in some Participating
Addenda in ordet to comply with applicable law. The expectation is that these
alterations, modifications, supplements, or amendments will be addressed in the
Participating Addendum or, with the consent of the Purchasing Entity and Contractor,
may be included in the ordering document (e.g. putchase order or contract) used by the
Purchasing Entity to place the Order.

b. Use of specific WSCA-NASPO cooperative Master Agreements by state agencies,
political subdivisions and other Participating Entities (including cooperatives) authorized
by individual state’s statutes to use state contracts ate subject to the approval of the
respective State Chief Procurement Official. Issues of interpretation and eligibility for
participation are solely within the authority of the respective State Chief Procurement
Official.

¢. Obligations under this Master Agreement are limited to those Participating Entities
who have signed a Participating Addendum and Purchasing Entities within the scope of
those Participating Addenda. Financial obligations of Participating States are limited to
the orders placed by the departments or other state agencies and institutions having
available funds. Participating States incut no financial obligations on behalf of political
subdivisions,

d. WSCA-NASPO Cooperative Purchasing Organization LLC is not a party to the
Master Agreement. It is a nonprofit cooperative purchasing organization assisting states
in administering the WSCA/NASPO cooperative purchasing program for state
government departments, institutions, agencies and political subdivisions (e.g., colleges,
school districts, counties, cities, etc.) for all 50 states, the District of Columbia and the
territories of the United States.

e. State Participating Addenda or other Participating Addenda shall not be construed to
amend the terms of this Master Agreement between the Lead State and Contractor.

f. Participating Entitics who are not states may under some circumstances sign their own
Participating Addendum, subject to the approval of participation by the Chief
Procutement Official of the state where the Participating Entity is located.

23, Payment

Payment for completion of a contract order is normally made within 30 days following
the date the entire order is delivered or the date a cotrect invoice is received, whichever is
later. After 45 days the Contractor may assess overdue account charges up to a
maximum rate of two-thirds of one percent fpr month (8% per annum) on the outstanding
balance. Payments will be remitted by mail. Payments may be made via a State or
political subdivision “Purchasing Card” with no additional charge.
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24, Public Information.

This Master Agreement and all related documents are subject to disclosure pursuant to
the Purchasing Entity’s public information laws.

25. Records Administration and Audit.

a. The Contractor shall maintain books, records, documents, and other evidence
pertaining to this Master Agreement and orders placed by Purchasing Entities under it to
the extent and in such detail as shall adequately reflect performance and administration of
payments and fees. Contractor shall permit the Lead State, a Participating Entity, a
Purchasing Entity, the federal government (including its grant awarding entities and the
U.S. Comptroller General), and any other duly authorized agent of a governmental
agency, to audit, inspect, examine, copy and/or transcribe Contractor's books, documents,
papers and records directly pertinent to this Master Agreement or orders placed by a
Purchasing Entity under it for the purpose of making audits, examinations, excerpts, and
transcriptions. This right shall survive for a period of three years following termination
of this Master Agreement or final payment for any order placed by a Purchasing Entity
against this Master Agteement, whichever is later, to assure compliance with the terms
hereof or fo evaluate performance hereunder.

b. Unless otherwise tequired by statute, audits and records inspection shall be fimited
solety to review of non-confidential and non-proprictary records. Audits shall be
performed no more than once per calendar year, and no audits shall occur after the date
that is one year following termination or expiration of the Master Agreement. Contractor
has the right to dispute the results of any audit. In the event that a third party auditor is
used, Contractor reserves the right to approve such auditor, which apptoval shall not be
unreasonably upheld. Additionally, the auditor must execute Contractor’s non-disclosure
agreement, Audits shall be at the expense of the entity or agency performing the audit.

b. Without limiting any other remedy available to any governmental entity, the
Contractor shall reimburse the applicable Lead State, Participating Entity, or Purchasing
Entity for any overpayments inconsistent with the terms of the Master Agreement or
orders, which may be offset by any underpayments or underpayment of fees found as a
result of the examination of the Contractor’s records, which may be offset by any
overpayments.

¢. The rights and obligations herein right exist in addition to any quality assurance
obligation in the Master Agreement requiring the Contractor to self-audit contract
obligations and that permits the Lead State to review compliance with those obligations.

26. Administrative Fees

a. The Contractor shall pay to the WSCA-NASPO Cooperative Putchasing Organization,
or its assignee, a WSCA-NASPO Administrative Fee of one-quarter of one percent
(0.25% or 0.0025) no later than 60 days following the end of each calendar quarter. The
WSCA-NASPO Administrative Fee shall be submitted quarterly and is based on sales of
products and services (less any charges for taxes or shipping, and less any amount
payable for a state-imposed administrative fee required by a state Participating
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Addendum in accordance with Subsection 26(b)). The WSCA-NASPO Administrative
Fee is not negotiable. This fee is to be included as part of the pticing submitted with
proposal.

b. Additionally, some states may require an additional fee be paid directly to the state on
purchases made by Purchasing Entities within that state. For all such requests, the fee
level, payment method and schedule for such reports and payments will be incorporated
into the Participating Addendum that is made a part of the Master Agreement. The
Contractor may adjust the Master Agreement pricing accordingly for purchases made by
Purchasing Entities within the jurisdiction of the state, All such agreements shall not
affect the WSCA-NASPO Administrative Fee or the prices paid by the Putchasing
Entities outside the jurisdiction of the state requesting the additional fee.

27. WSCA-NASPO Summary and Detailed Usage Reports

In addition to other reports that may be required by this solicitation, the Contractor shall
provide the following WSCA-NASPO reports.

a. Summary Sales Data. The Coutractor shall submit quarterly sales reports directly to
WSCA-NASPO using the WSCA-NASPO Quarterly Sales/Administrative Fee Reporting
Tool found at http://www.naspo.org/WNCPO/Calculator.aspx. Any/ail sales made under
the contract shall be reported as cumulative totals by state. Even if Contractor
experiences zero sales during a calendar quarter, a report is still required. Reports shaii be
due no later than 30 day following the end of the calendar quarter (as specified in the
reporting tool).

b. Detailed Sales Data. Contractor shall also report detailed sales data by: (1) state; (2)
entity/customer type, e.g. local government, higher education, K 12, non-profit; (3}
Purchasing Entity name; (4) Purchasing Entity bill-to and ship-to locations; (4)
Purchasing Entity and Contractor Purchase Order identifier/number(s); (5) Purchase
Order Type (c.g. sales order, credit, return, upgrade, determined by industry practices);
(6) Purchase Order date; (7) Ship Date; (8) and line item description, including product
number if used. The report shall be submitted in any form required by the solicitation.
Reports are due on a quarterly basis and must be received by the Lead State and WSCA-
NASPO Cooperative Development Team no later than thirty (30) days after the end of
the reporting period. Reports shall be delivered to the Lead State and to the WSCA-
NASPO Cooperative Development Team electronically through a designated portal,
email, CD-Rom, flash drive or other method as determined by the Lead State. Detailed
sales data reports shall include sales information for all sales under Participating Addenda
exceuted under this Master Agreement. The format for the detailed sales data report for
WSCA-NASPO is attached hereto as Appendix D-1.

¢. Reportable sales for the summary sales data report and detailed sales data report
includes sales to employees for personal use where authorized by the solicitation and the
Participating Addendum, Report data for employees should be limited to ONLY the state
and entily they are participating under the authority of (state and agency, city, county,
school district, etc.) and the amount of sales. No personal identification numbers, e.g.
names, addresses, social security numbers or any other numerical identifier, may be
submitted with any report.

54




EXECUTION COPY

d. The Reporting Requirements in section 16 of Attachment D, Mandatory Reguirements
and Desirable Criteria, are in addition to the reporting required in this section 27.

e. Timely submission of these reports is a material requirement of the Master Agreement.
The recipient of the reports shall have exclusive ownership of the media containing the
reports. The Lead State and WSCA-NASPO shall have a perpetual, irrevocable, non-
exclusive, royalty free, transferable right to display, modify, copy, and otherwise use
reports, data and information provided under this section.

28, Standard of Performance and Acceptance.

Section 2.7 of the Master Agreement sets out the provisions for inspection and
acceptance,

29. Warranty
Section 2.8 of the Master Agreement sets out the applicable warranties.

30. System Failure or Damage
[RESERVED]

31. Title of Product

Upon Acceptance by the Purchasing Entity, Contractor shall convey to Purchasing Entity
title to the Product free and clear of all liens, encumbrances, or other security interests.
Transfer of title to the Product shall include an irrevocable and perpetual license to use
any Embedded Software in the Product. I Purchasing Entity subsequently transfers title
of the Product to another entity, Purchasing Entity shall have the right to transfer the
license to use the Embedded Software with the transfer of Product title. A subsequent
wansfer of this software license shall be at no additional cost or charge to either
Purchasing Entity or Purchasing Entity’s transferee.

32, Waiver of Breach

Failure of the Lead State, Participating Entity, ot Purchasing Entity to declare a default or
enforce any tights and remedies shall not operate as a waiver under this Master
Agreement or Participating Addendum. Any waiver by the Lead State, Participating
Entity, or Purchasing Entity must be in writing. Waiver by the Lead State or
Participating Entity of any default, right or remedy under this Master Agreement or
Participating Addendurm, or by Purchasing Entity with respect to any Purchase Order, or
breach of any terms or requirements of this Master Agreement, a Participating
Addendum, or Purchase Order shall not be construed or operate as & waiver of any
subsequent default or breach of such term or requirement, or of any other term or
requirement under this Master Agreement, Participating Addendum, or Purchase Order.

33. Assignment of Antitrust Rights

Contractor irrevocably assigns to a Participating Entity any claim for relief or cause of
action which the Contractor now has or which may accrue to the Contractor in the future
by reason of any violation of state or federal antitrust laws (15 US.C. § t-150ra
Participating Entity’s state antitrust provisions), as now in effect and as may be amended
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from time to time, in connection with any goods or services provided to the Contractor
for the purpose of carrying out the Contractor's obligations under this Master Agreement
ot Participating Addendum, including, at a Participating Entity's option, the right to
control any such litigation on such claim for relief or cause of action.

34. Debarment

The Contractor certifies that neither it nor its ptincipals are presently debarred,
suspended, proposed for debarment, declared ineligible, or voluntarily excluded from
participation in this transaction (contract) by any governmental department or agency.
This certification represents a recutring certification made at the time any Order is placed
under this Master Agreement. If the Contractor cannot certify this statement, attach a
written explanation for review by the Lead State.

35. Governing Law and Venue

a. The procurement, evaluation, and award of the Master Agreement shall be governed by
and construed in accordance with the laws of the Lead State sponsoring and
administering the procurement. The construction and effect of the Master Agreement
after award shail be governed by the law of the state sexving as Lead State (in most cases
also the Lead State). The construction and effect of any Participating Addendum or
Order against the Master Agreement shall be governed by and construed in accordance
with the laws of the Participating Entity’s or Purchasing Entity’s State.

b. Unless otherwise specified in the RFP, the venue for any protest, claim, dispute or
action relating to the procurement, evaluation, and award is in the Lead State. Venue for
any claim, dispute or action concerning the terms of the Master Agreement shall be in the
state serving as Lead State. Venue for any claim, dispute, or action concerning any Order
placed against the Master Agreement or the effect of a Participating Addendum shall be
in the Purchasing Entity’s State.

¢. If a claim is brought in a federal forum, then it must be brought and adjudicated solely
and exclusively within the United States District Court for (in decreasing order of
priority): the Lead State for claims relating to the procurement, evaluation, award, or
contract performance or administration if the Lead State is a party; the Participating State
if a named party; the Participating Entity state if a named party; or the Purchasing Entity
state if a named party.

36. WSCA-NASPO eMarket Center

a. In July 2011, WSCA-NASPO entered into a multi-year agreement with SciQuest, Inc.
whereby SciQuest will provide certain electronic catalog hosting and management
services to enable eligible WSCA-NASPO entity’s customers to access a central online
website to view and/or shop the goods and services available from existing WSCA-
NASPO Cooperative Contracts. The central online website is referred to as the WSCA-
NASPO eMarket Center Contractor shall either upload a hosted catalog into the eMarket
Center or integrate a punchout site with the eMarket Center.

b. Supplier’s Interface with the eMarket Center. There is no cost charged by SciQuest to
the Contractor for loading a hosted catalog or integrating a punchout site.
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¢. At a minimum, the Contractor agrees to the following:

(1) Implementation Timeline: WSCA-NASPO eMarket Center Site Admin shali
provide a written request to the Confractor to begin enablement process. The Contractor
shall have fifteen (15) days from receipt of written request to work with WSCA-NASPO
and SciQuest to set up an enablement schedule, at which time SciQuest’s technical
documentation shall be provided to the Contractor. The schedule will include future calls
and milestone dates related to test and go live dates. The contractor shall have a total of
Ninety (90) days to deliver either a (1) hosted catalog or (2) punch-out catalog, from date
of receipt of written request.

(2) WSCA-NASPO and SciQuest will work with the Contractor, for Contractor to
provide a punch-out catalog as further desctibed below. WSCA-NASPO, SciQuest and
Contractor may at a later date discuss provision of a hosted catalog by Contractor, and if
agreed to by Contractor, Contractor may provide a hosted catalog as further described
below. . Whether hosted or punch-out, the catalog must be strictly limited to the
Contractor’s awarded contract offering (e.g. products and/or services not
authorized through the resulting cooperative contract should not be viewable by
WSCA-NASPO Participating Entity users).

(a) Hosted Catalog. By providing a hosted catalog, the Contractor is
providing a list of its awarded products/services and pricing in an electronic data
file in a format acceptable to SciQuest, such as Tab Delimited Text files. In this
scenario, the Contractor must submit updated electronic data as approved
quarterly only if there is price changes to the eMarket Center for the Lead State’s
approval to maintain the most up-to-date version of its product/service offering
under the cooperative contract in the eMarket Center.

(b) Punch-Out Catalog. By providing a punch-out catalog, the Contractor
is providing its own online catalog, which must be capable of being integrated
with the eMarket Center as a. Standard punch-in via Commerce eXtensible
Markup Language (cXML). In this scenario, the Contractor shall validate that its
online catalog is up-to-date by providing a written update quarterly if there are
price changes to the Lead State stating they have audited the offered
products/services and pricing listed on its online catalog however, paper pricing is
subject to the RISI Index. The site must also return detailed UNSPSC codes (as
outlined in line 3) for each line item, Contractor also agrees to provide e-Quote
functionality to facilitate volume discounts.

d. Revising Pricing and Product Offerings: Any revisions (whether an increase or
decrease) to pricing or product/service offerings (new products, altered SKUs, etc.) must
be pre-approved by the Lead State and shall be subject to any other applicable restrictions
with respect to the frequency or amount of such revisions. However, no cooperative
contract enabled in the eMarket Center may include price changes on a more frequent
basis than once per quarter. The following conditions apply with respect to hosted
catalogs:
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(1). If pricing has been approved and falls within a quarter the updated
pricing files are required by the Ist of the month and shall go into effect in the
eMarket Center on the 1st day of the month following the requested increase (i.e.
file received on 1/01/15 would be effective in the eMarket Center on 2/01/15).
Files received afler the 1st of the month may be delayed up to a month (i.e. file
received on 11/06/14 would be effect in the eMarket Center on 1/01/15).

(2) Lead State-approved price changes are not effective until implemented
within the eMarket Center. Errors in the Contractor’s submitted pricing files will
delay the implementation of the price changes in eMarket Center.

e. Supplier Netwotk Requirements: Contractor shall join the SciQuest Supplier Network
(SQSN) and shall use the SciQuest’s Supplier Portal to import the Contractor’s catalog
and pricing, into the SciQuest system, and view reporis on catalog spend and
product/pricing freshness. The Contractor can receive orders through electronic delivery
(cXML) or through low-tech options such as fax, More information about the SQSN can
be found at; www.sciquest.com or call the SciQuest Supplier Network Services team at
800-233-1121,

f. Minimum Requirements: Whether the Contractor is providing a hosted catalog or a
punch-out catalog, the Contractor agrees to meet the following requirements:

(1) Catalog must contain the most current pricing, including all applicable
administrative fees and/or discounts, as well as the most up-to-date product/service
offering the Contractor is authorized to provide in accordance with the cooperative
coniract; and ’

(2) The accuracy of the catalog must be maintained by Contractor throughout the
duration of the cooperative contract between the Contractor and the Contract
Administrator; and

(3) The Catalog must include a Lead State contract identification number; and
(4) The Catalog must include detailed product line item descriptions; and
{5) The Catalog must include pictures when possible; and

(6) The Catalog must include any additional WSCA-NASPO and Participating
Addendum requirements. Although suppliers in the SQSN notmally submit one (1)
catalog, it is possible to have multiple contracts applicable to different WSCA-NASPO
Participating Entities. For example, a supplier may have different pricing for state
government agencies and Board of Regents institutions. Suppliers have the ability and
responsibility to submit separate contract pricing for the same catalog if apptlicable. The
system will deliver the appropriate contract pricing to the user viewing the catalog.

g. Order Acceptance Requirements: Contractor must be able to accept Purchase Orders

via fax ot cXML. The Contractor shall provide positive confirmation via phone or email
within 24 hours of the Contractor’s receipt of the Purchase Order. If the Purchasing
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Order is received after 3pm EST on the day before a weekend or holiday, the Contractor
must provide positive confirmation via phone or email on the next business day.

h. UNSPSC Requirements: Contractor shall support use of the United Nations Standard
Product and Services Code (UNSPSC). UNSPSC versions that must be adhered to are
driven by SciQuest for the suppliers and are upgraded every year. WSCA-NASPO
reserves the right to migrate to future versions of the UNSPSC and the Contractor shall
be required to support the migration effort. All line items, goods or services provided
under the resulting statewide coniract must be associated to a UNSPSC code. All line
items must be identified at the most detailed UNSPSC level indicated by segment,
family, class and commodity. More information about the UNSPSC is available at:
http:/Awww.unspsc.com and }3ttp://www.unspsc.com!FAQs.asp#howdoesunspscwork.

i. Applicability: Contractor agrees that WSCA-NASPO controls which contracts appear
in the eMarket Center and that WSCA-NASPO may elect at any time to remove any
supplier’s offering from the eMarket Center.

j. The Lead State reserves the right to approve the pricing on the eMarket Center. This
catalog review right is solely for the benefit of the Lead State and Participating Entities,
and the review and approval shall not waive the requirement that products and services be
offered at prices (and approved fees) required by the Master Agreement and shall not
modify the pricing terms as set forth in the Master Agreement.

k. Several WSCA-NASPO Participating Entities currently maintain separate SciQuest
eMarketplaces, these Participating Entities do enable certain WSCA-NASPO
Cooperative Contracts. In the event one of these entities elects to use this WSCA-
NASPO Cooperative Contract (available through the eMarket Center) but publish to their
own eMarketplace, the Contractor agrees to work in good faith with the entity and
WSCA-NASPO to implement the catalog. WSCA-NASPO does not anticipate that this
will require substantial additional efforts by the Contractor; however, the supplier agrees
to take commercially reasonable efforts to enable such separate SciQuest catalogs.

(February 2014)

59




EXLECUTION COPY
Exhibit E

SPECIFICATIONS

1 GENERAIL PROVISIONS:

1.1

1.2

2

SILENCE OF SPECIFICATIONS: The apparent silence of the
specifications as to any detail, or the apparent omission of a detailed
description concerning any point, shall be interpreted as requiring that
Contractor shall perform to only the best commercial practice and that
Contractor shall supply and incorporate into Goods only materials and
workmanship of first quality. However, if any omitted specification
results in ambiguity as to material characteristics of the Goods, and
inclusion is necessary to enable a reasonable person in the patticular
industry to properly identify such characteristics, and Contractor failed to
seek a formal request for solicitation change during the solicitation process
for the Master Agreement, then Contractor shall be required to provide
Goods meeting Purchasing Entity’s needs with regard to any omitted
specification.

ADHERENCE TO THE SPECIFICATIONS: Deviations from
specifications discovered after purchase shall be corrected by Contractor
at nio cost to Purchasing Entity.

SPECIFICATIONS:

See Attachment D from Confractor’s response to the RFP, beginning on the
following page.

All references to “Proposer” or “we” or “our” in the attached Attachment ) refer to
Contractor under this Master Agreement and any Participating Addenda or
Contracts issued pursuant to this Master Agreement.

All references to “You” or “Your” or “Customer” refer to the Participating Entity
or Purchasing Entity, as applicable.

PART I; MANDATORY REQUIREMENTS

1. Is the Proposer offering products to all WSCA-NASPO Participating States?

Yes | No
X

2. Is the Proposer offering products onfy to an individual State or to several States (but
not all WSCA-NASPO States)? If a Proposer submits a Proposal for a single State or
several States, the Proposer must identify the single State(s) in its proposal:
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Office DepotiMax is submitting for alf WSCA-NASPO Participating States.

Note: If Proposer is only proposing for a specific State, the Proposer must respond to
and meet all of the Mandatory Requirements and are strongly encouraged fo provide
responses fo all the applicable Desirable Criteria in Attachment D. If any questions
relating to the Mandatory Requirements are missed or there is no response, Proposer may
not be considered for an award, some responses must appear on this form as indicated
and some responses should appear on separate sheet(s}.

DAS PS reserves the right to make multiple awards, or to award in whole or in part, if
deemed to be in the best intcrest of the WSCA-NASPO Participating States.

3. PRODUCT CATEGORY DESCRIPTIONS
There are two tracks, Proposers must propose all items for each category within each
track proposed.

{. ‘There is a Standard Office Supplies Track, which witl consist of a full-line of
office supplies including some that meet the minimum environmental
specifications for cach product category as detailed below).

2. There is a Green Office Supplies Track, which will consist only of products that
meet the minimum environmental specifications for each category as detailed
below.

Proposers may choose to propose for both Track 1: Standard Office Supplies and Track 2:
Green Qffice Supplies or Proposers may choose to propose only for the track they are
most qualified such as Track 1 only or Track 2 only. Proposers must identify the track or

tracks they are proposing.

Is Proposer submitting an offer for Track 1: Standard Office Supplies?

Yes No
X

Is Proposer submitting an offer for Track 2: Green Office Supplies?

Yes No
X

CATEGORY LISTING BY NUMBER AND DESCRIPTION

The Category list below includes the estimated spend for the year 2013, for the current
WSCA-NASPO Participating States, by including the estimated spend by category it is
intended to provide Proposers the ability to understand what the potential spend might be
by category, the categories below include items that may be considered green. The
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estimated spend is in no way a guarantee and should not be considered an actual total
dollar spend for the future.

| Category -

TDeSGRpHOn: s e

i

2

oo

10

il

12
13

14

15

16

17

Adheswes, Giues Giue stmks, Adheswe
Removers
Dictionaries, Thesauruses, Diaties,
Tickets, Reference Sets, etc.
Archive Boxes, Cardboard Boxes,
Storage Containers
Award Frames, Displays, Plaques,
Certificates
Badges, Badge Holders, Lanyards
Batteries, Chargers, UPS Power
Supplies, Surge Protectors, Extension
Cords
Binder Clips, Paper Clips, Panel Clips,
Pushpins, Thumbtacks, Safety Pins,
Rubber Bands, Scissors, Sheats, Cutters,
Trimmers, Hole Punches
Binders, Combs, Rings, Spines
Book Cases, Book Ends, Book Shelves
White Boards, Bulletin Boards, Cork
Boards, Easels, Poster Boards, Display
Rails

Appointment Books, Phone Message
Books, Statement Books, Fax Message
Books, While You Were Out Books,
Forms, Calendars, Deskpads, Refills,
Planners
Garbage Can Liners, Shredder bags
Carts, Handtrucks

CDs, DVDs, Cassette Tapes, Tape
Cartridges, CD and DVD Cases, CD and
DVD Storage, VHS Tapes, Computer
Disks and Diskettes, CD Mailers,
Ribbons, Computet Bags and Cases,
Camera Film, Photo Paper, Camera Bags,
Camera Cases
Chair Mats, Door Mats, Floor Mats,
Anti-fatigue Mats
Clocks, Hooks, Lamps (including Desk
Lamps and Light Bulbs)
Correction Fluid, Correction Tape,
Correction Pens

4
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19

20

21

22

23

24

25
26

27

28

29

30

31

32

33
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Food Service Ware: Cups, Spoons,
Forks, Plates, Bowls
Breakroom Cleaners: Dusters, Computer :
Air Dusters, Wipes, All Purpose
Cleaners, Bathroom Cleaners,
Disinfectants, Sanitizers, Hand Soaps,
Glass Cleaners, Air Fresheners, Dust
Pans, Stainless Steel Cleaners,
Microfiber Cloths, Kitchen Cleaners,
Furniture Cleaners and Other Cleaning
Supplies

Chalk Erasers, Dry Erase Erasers, Chalk

Calculators, Digital Voice Recorders,
Typewriters, Cameras, Fans, Heaters,
Laminators, Shredders, Pencit
Sharpeners, Air Cleaners

! First Aid, Hand Lotions, Hand Sanitizers,

Pain Relief, Gloves, Safety Supplies
Headsets, Headset Accessories,
Headphones
Ink Pads, Refills, Calculator Ink, Stamps,
Calculator Spools, Adding Machine
Tape, Cash Register Tape, Wide Format
Paper Rolls
~ Knives, Cutters, Blades, Scrapers
Labels, Label Makers, Label Holders

Mailing Tubes, Mailing Tubs, Packaging,
Envelopes, Fingertips, Letter Openers,
Moistener, Butcher Paper
Markers, Highlighters, Felt Pens
Mice, Keyhoatds, Wristrests, Keyboard
Pads, Mousepads, Keyboard Trays,
Speakers
Paper: Notebooks, Notepads, Pads of
Paper, Sticky Notes, Easel Pads,
Stationery Paper

L
i

Office Organizers, Inboxes, Copyholders,
Pen and Pencil Holders, Wastebaskets,
Drawers, Desktop Shelves _
Paper (including Copy Paper except for !
paper in category 49, Writing Paper,
Color Paper, ctc.)
Pencils, Pencil Brasers, Mechanical
Pencils, Lead Refills, Pens, Pen Refills
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Protractors, Rulers, Yardsticks,
34 Compasses, Engineer Triangles,
Measuring Tapes
Report Covers, Files, File Folders,
Pocket Files, Portfolios, Jackets, Inserts,
Folder Frames, Dividers, Wallet Files,
File Guides, Index Cards, Business
35 Cards, Card Holders, File Indexes, Tabs,
Ledgers, Tab Reinforcements, Tags,
Sheet Protectors, Letters, Numbers,
Fasteners, Fastener Bases, Clipboards,

flag Tape
36 Signs, Sign Holders, Flyer Holders,
_Racks, Litetature Displays, Name Plates
37 ~ Staplers, Staples, Staple Removers

Storage Cabinets, Filing Cabinets, File
38 ; .
Storage Systems, Rails
39 Tape, Tape Dispensers, Embossing Tape,
Velcro Products
Breakroom Paper Products: Tissue, Paper
40 s . :
~ Towcels, Napkins -
Toner Cartridges, Laserlet HP Brand
41 only including High Yield (Track I: .
Standard Office Supplies Only)

All Other HP Brand Toner and Ink
42 Cartridges, Fusers, Kits, Drums (Track 1t |
Standard Office Supplies Only)

‘Toner and Ink Cartridges, Fusers, Kits,
43 Drums, All Other Brands (Track 1:
Standard Office Supplies Only)

High Yield, Remanufactured and Bio-
44 based Toner and Ink Cartridges (Track 2: .
Green Office Supplies Only)

Transparency Film, Transparency Paper,

45 Laminating Supplies, Laminating
Pouches
46 USB Drives, Flash Memory, Zip Disks

*School Supplies": Art Paper, Art
Supplies, Construction Paper, Crepe

New 47 Paper, Paint, Game/Learning Tools,
Crayons
48 Un-Categorized Spend
Paper Price (Based on RIS1) {Including
49 Recycled-Content Paper)
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PART 2: MANDATORY MINIMUM REQUIREMENTS

For each requirement in Part 2: Mandatory Minimum Requirements, Proposers are
required to provide a detailed response to demonstrate Proposer’s ability to meet the
requirement. If additional pages are necessary to provide an explanation Proposer will
need to make sure that each response is numbered and in the same order below. Also see
Attachment D Supplemental (Spread Sheet):

1. Key Persons: Proposer must identify Key Persons who will be responsible for this
Master Agreement, including their resumes of background, experience, and expertise
related to the Master Agreement and WSCA-NASPO Participating Addendums. Each of
Proposer's key personnel working on this Master Agreement must have at least one year
of experience in providing services related fo an Office Supplies and Services Master
Agreement.

Ottice DepotfMax presents an account management team who is famifiar with the details of
WSCA-NASPO and the Slate account. The team has managed agreements in similar roles and
with similar responsibilities, and has worked successfully with organizations to streamiine their
procurement programs, by implementing strategic changes to reduce costs, improve efficiencies,
help with sustainability initiatives, provide better visibility and controf of their spend.

Jim Chatfield, Nationai Account Manager will continue to lead the WSCA-NASPO and the State
account. Jim is the primary point of contact and is responsibie for building client relationships and
maintaining customer satisfaction. Jim has over 23 years experience with the State and & years
with WSCA-NASPO, 30 years in total with Office Depot|Max. Jim is continuously backed by a
Managing Director and a teamn of sales professionals. Tony Joordens, National Account Manager
for state contracts and business will work with Jim to support and promote the WSCANASPO
contract with his knowledge on State of Utah in the past RFP and 15 years of experience at
Office DepotjMax. These individuals have been extensivaly trained on Office Depot|{Max
offerings. Collectively, this team will work togsther as one to heip guide and set WSCA-NASFO
and the State’s purchasing goals, recommending process improvements, quantifying total
savings and helping achieve sustainability and community objectives.

Submit a listing of each person that will be dedicated to account management along with
the key executive personnel that will be supporting the WSCA-NASPO Master
Agreement(s).

i ] Jim Pollman VP Stephanie Sgroi MD
Alabama: AL Billy Grimmett PSS Andrew Klingman DSM
. Tim Burgelt VP Beth Gray MD
Alaska: AK Paul Martorella PSS Stewart Christenesen DSM

Arizona: AZ

Tim Burgett VP
Paul Martorella PSS

Jeff Swiatek MD
Danie! Durda DSM

Arkansas: AR

Cheis McEntee VP
Mark Matranga PSS

Alton Campbell MD
Shane Smith DSM

California; CA

Tim Burgett Vi?
Paul Martorella PSS

Joey Eyraud MD
Ellen Bezore DEM

Calorado: CO

Tim Burgett VP
Paul Martorelia PSS

Joff Swilatek MD
Jennifer Heiden DSM
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Scott Ruhl PSS
Drew Tuller DSM

. Claudia Hughes VP Tony Nucera MD
Delaware: DE Scolt Ruhl PSS Larry Eliott DSM
Jim Poliman VP Tetry Sterck MD

Florida: FL

Billy Grimmell PSS

Marria Norwood DSM

Georgia: GA

Jim Poliman VP
Billy Grimmelt PS5

Stephanie Sgroi MD
Charrell McLean DSM

Tim Burgelt VP

Dan Zettle MD

Hawait: HI paul Martorefla PSS Earl Uychara VBOM
) Tiny Burgeit VP Beth Gray MD
Idaho: D Paul Martorelia PSS Kyle Brown DSM
Hinois: 1L Chris McEnlee VP Bob Ramiet MD
‘ Mark Matranga PSS Elaine Maheras DSM
. Claudia Hughes VP Kevin Wierenga
indiana: IN Scott Ruht PSS Jeff Taggant DSM
lowa: 1A Chris McEntea VP Chad Lambet MD
’ Mark Matranga PSS Ken Bruntz DSM
Kansas: KS Chyis McEntea VP Chad Lambert MD

Mark Matranga PSS

Jeff Whetstone DSM

Kentucky: KY

Jim Paollman VP
Billy Grimmett PSS

Tim Jackson MD
Steve Wilton DSM

Louisiana: LA

Jim Pollman VP
Billy Grimmett PS5

Tim Jakson MD
Leo Kearns - DSM

Maine: ME

Claudia Hughes VP
Scott Ruhi PSS

Brian Abromovage MD
Drew Tuller DSM

Maryland: MD

Jim Poliman VP
Billy Grimmett PSS

Brad Shaw MD
Dan Lindner DSM

Massachuselts: MA

Claudia Hughes VP
Scotl Ruht PSS

Brian Abromovage MD
Drew Tuller DSM

Michigan: Ml

Claudia Hughes VP
Scott Ruhi PSS

Kavin Wierenga MD
Brian Sheehan DSM

Minnesola: MN

Chris McEntee VP
Mark Matranga PSS

Chad lLambert MD
Kaaren Burgwald DSM

Mississippl MS

Jim Poliman VP

Billy Grimmett PSS

Tim Jackson MDD
Brad Harris ODSM

Missouri: MO

Chris McEntes VP
Mark Maltanga PSS

Chad Lambert MD
Todd Hindertiter D3M

Montana: MT

Tim Burgelt VP
Paul Martorella PSS

Beth Gray MD
Kyle Brown DSM

Nebraska: NE

Chris McEntee VP
Mark Matranga PSS

Chad Lambert MD
Ken Bruntz DSM

Mevada: NV

Tim Burgett VP
Paul Martorella PSS

Jeff Swiatek MD
Dale Redden DSM

New Hampshire: NH

Claudia Hughes VP
Scott Ryhl PSS

Brian Abromovage MD
Drew Tutler DSM

New Jersey; MNJ

Claudia Hughes VP
Scott Rubl PSS

Tony Nucera MD
Tom Smith DSM

New Mexico: NM

Tirn Burgett VP
Paul Martorella PSS

Jeff Swiatek MD
Rob Boyer DSM
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Brian Abromovage MD
DSM Drew Tuller

North Carelina: NC

Jim Poliman VP
Biity Grimmett PSS

Stephanie Sgroi MD
Charreil McLean DSM

North Dakota: ND

Chris McEntee VP
Mark dMalranga PSS

Chad Lambert MD
Kaaren Burgwald OSM

Ohio; OH

Claudia Hughes VP
Scoft Ruhl PSS

Jeff Frazier MD
Bryan Heeb - DSM

Oklahoma: OK

Chris McEntee VP
WMark Mairanga PSS

Altan Campbell MD
Jeff House DSM

Oregon: OR

Tim Burgett VP
Paul Martorelia PSS

Beth Gray MD
Carot Carpentor DSM

Pennsylvania: PA

Claudia Hughes VP
Scott Ruhi PSS

Tony Nucera MD
Bert Lange VBDM

Rhode Island; Ri

Claudia Hughes VP
Scolt Ruhl PSS

Brian Abromovage MD
Brett Bouvier VBDM

South Carolina: SC

Jim Poliman VP
Billy Grimmett PSS

Stephanie Sgroi MD
Charrell McClean DSM

South Dakota: 5D

Chris McEntes VP
Mark Matranga PSS

Chad Lambert MD
Ken Bruntz DSM

Tennessee: TN

Jim Poliman VP
Billy Grimmeatt PSS

Tim Jackson M
Deb Rankin DSM

Texas: TX

Chris McEntee VP
Mark Malranga PSS

Mike McDonnel MD
lisa Seslhammer DSM

Utah UT

Tim Burgetl VP

Paul Martorella PSS |

Jeff Swiatek MD
Kyle Brown DBM

Vermont. VT

Claudia Hughes VP
Scott Ruhl PSS

Brian Abromovage MD
Drew Tuller DSM

Virginia: VA

Jim Poliman VP
Billy Grimmelt PSS

MD Brad Shaw
Brad Raisor DSM

Washington: WA

Timn Burgelt VP
Paul Martorella PSS

Beth Gray MD
Stewart Christensen DSM

West Virginia: WV

Jim Pollman VP
Billy Grimmett PSS

Jeff Frazier MD
(3ryan Heeb -~ DSM

Wisconsin: Wi

Chris McEntee VP
Mark Matranga PSS

Bob Ramiet MD
Elaine Mahetas DSM

Wyoming: WY

Tim Burgelt VP
Paul Martorella PSS

Beth Gray MD
Jennifer Heiden DSM

Proposer must provide a toll-free telephone number and a listing of the following
personnel, along with their years of industry experience and years of employment with
Proposer’s organization, who will be supporting the Master Agreement and the WSCA-

NASPO within each Participating State:

a. Administration and Management

Office DepaotiMax provides &
At each Office DapotiMax location, local support consists of an Account Manager

full range of focal and nationat resources to support our customers.
and specialists

for office supplies, paper and toner. These Account Managars and Speciafists are WSCA-NASPO
and the Slate’s prime rescurce for in-depth product knowledge. Provided below is each Account

Manager for participaling stales.
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Steve Henson: 15 years with

Rob Boyer: 15 years with Office Dapot{Max

Afizona Kelli Roy: 6 years with Office DepoliMax

Kim Hiyes: 3 years with Office DepotjMax

Daniel Durda: 8 years with Office DepotfMax

Arkansas Ashiey Parker: 7 years with Office Depot|Max

Alton Gampbell. 7 years with Office DepotjMax

Michelie Oliver: 12 years with Office DepotjMax

Shane Smith: 15 years with Office DepotiMax

Hawait Eart Uyehara: 39 years with Office Depot{Max
Cheryl Cobile: 12 years with Office DepotiMax, 29 years in the induslry
kdaho Sashi Tatsumi: 8 years with Office Depot|Max

Linda Davis; 9 years with Office DepotjMax

Duane Nolen: 18 years with Gffice DepotiMax

tMissourt Kenneth Fike: 8 years with Office Depot|Max
Todd Hinderiiter: 15 years with Office DepotiMax
Montana Rebesca Mullen: 8 years with Office DepotiMax

Sean McLinn: 5 years with Office DepotjMax

Nevada Karan Anne Tomaselio: 34 years with Office DepotiMax

Dawn Herndon: 10 years with Office DepotiMax

Dale Reddan: 18 years with Office DepotiMay

Oregon Cathy Schemenauer: 36 yoars with Office DepoljMax

Rick Mealey: 34 years with Office Depol|Max, 36 years in the induslry

Pat Berg: 20 years with Office DepotiMax, 25 years in the indusley

Tim Hopson: 28 years with Office DepotfMax, 32 yeals in the industry

Dot Andrews: 18 vears with Office Depot|Mayx, 28 years in the industry

Jason Thorud: 8 years with Qffice DepotjMax

Lee Ann Pylel: 2 years with Office Depol|Max

South Dakota Caleb Swenson: 3 years with Office DepotiMax

Utah Daron Witde: 18 years with Office DepotjiMax

Erin Alvord: 18 years with Office Depot[Max, 20 years in the indusiry

Trevor Hirschi: 5 years with Office DepoljMax

Larry Kendelh 20 years with Office DepollMax, 28 years in the industey

b. Sales and Sales Management

Office DepotiMax Account Managers have an unmatched ability to sleeamling a customer's
purchasing program. With over 1,400 highly trained Account Managers and District Sales
Managers nationwide, our dedicated teams have the knowledge and Know how ta evaluate your
procurement program and implement efficiency, cost savings and control.

Office DepotjMax Account Managers provide the personal attention you deserve and require.

Their main responsibility is geared toward building client relationships by being your dedicated
resource and trusted advisor. Account Managers implement and maintain a strategic purchasing
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program (hat accomplishes category consolidation expense management, and most imporiantly,
lowers your overall procurement costs, You can count on every ohe of our Account Managers to:

«  Understand your office supply, paper and toner product needs.

«  Respond promptly to your questions and inguiries,

»  Coordinate and conduct on-site requisitioner training.

. Offer recommendations of lower-cost alternate products and Green itews.

+  Analyze usage to ensure thalthe highest use items receive the deepest discounls.

- Presen! conlinuous process improvement opportunities.

s Pursue streamline opportunities where they exist to meet WSCA-NASPQ and the Slate's
goals an¢f objectives.

c. Customer Service Agents

Office DepotiMax employs approximately 1,000 Customer Advocates with the skills, knowledge
and expertise to proactively service a broad range of Office Depot|Max customers. Our vision is
to offer world-class service, consistantly Jower our cost of operalion, and add value {e the
relationships with our customers.

Customer Service Numbers: 877.869.0MAX {6629)
National Customar Service Desk: 888.777.4044

This nationwide toli-free number routes to one of our Customer Service Centers located in Peru,
lllinois, Ottawa, Hinois and Bristol, Virginia. These Custemer Service Suppod Centers operate
frorm 6:00 am o 9:00 pm (CST) Monday through Friday. Office DepotiMax asscclates are
available for web collaboration from 7:00 am to 7:00 pm {CST).

in order to ensure the highest level of service from Office DapotiMayx, every new Customer
Advocale recaives a minimum of 140 hours of initial iraining in their first month on the job. We
also provide ongoing retraining and continsous education.

1 WSCA-NASPO and the State have unique business rules and needs regarding cusiomer
service inquiries, we would work with you to determine the type of service your acgcount
requires. in some cases, a dedicated team may be assignad to handle the accounts of large,
high-profile, complex customers. Alt Customer Advocates have immediale access lo detailed
notes about every customer, which assists them in servicing each account efficiently. This
means that regardless of the size of the account, ail customers receive the same level of
exceptional service.

Gurrent WSCA-NASPQ Dedicated Support Teams,
Weh Assistance: 800.832.8132 x2
Sales Support Account Maintenance: 866.276.9017

Onboarding and Transitioning Customers
Customer Service Numbers: 888,777.4044

This nationwide toll-free number routes to our Customer Service Center that operates from 7:Q00
am to 8:00 pm (EST).

2. Website, Online Catalog and Ordering Capabilities:

As described in the Executive Surmmary in Attachment C, Office Depot|Max is proposing tha use
of two online ordering platforms: current customers will continue to use the fegacy QfficeMax
website and onboarding andfor transitioning customers will he implemented on the Office Depot
platform. Office DepotiMax's internet ordering systems have similar features and are high-
pedformance digital commerce vehicles that will make your organization’s procurament process
an efficient, hassle-free experience. In the following questions, we detail the powerful capabilities
of these state of art acommerce platforms.
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2.a. Proposer must describe its web capabilities and provide information about its
ordering website.

Current Office DepotiMax customers will continue 10 use offivemaxworkplace.com as your ordering
website. This digitat ordering platform Is designed to he similar o a consumer website so that
users can easily place arders with minirnal training required. Our website connects with our
account databases and integrales customer recognition software which allows for end user
customization, order history, and reporting. We also support complex business requirements that
allow your organization complete control over procurement process. WSCA-NASPO and the
State can ostablish custom businass rules and parameters, including:

«  User Activation. You decide who gets access to internet ordering with a unique login
identity.

«  Customized Rights and Controls. You can assign specific rights and restrictions to users
andfor workgroups, which may vary among different branches of your organization.

. Qversight Capabilities. You can monitor purchasing activity within your o
organization.

.+ Shared Shopping Lists. Your organization can create and sava
shopping lists of specific items and give access {0 cerfain users or
workgroups to ufllize.

«  Coniracted items. End users will be able to see contracted iterns
marked with a contract indicator--a “c” in an orange box.

Your organization can also shape the purchasing process by using any
combination of these checks and balances, applied to individual users ot
groups:

«  Order Approval. Stipulate users that require order approvals, configured =
as all-or-none approvals and approval by exception {i.e., if an order contains a restricted
item).

» itemn Restrictions. ldentify certain merchandise categories or a custom list of items as “not
company preferred,” “routes for approval,” or “not purchasable” to guide user ordesing
behavior.

+  Dollar Limits. Establisi a minimum and/or maximum doltar limit for orders.

«  Prices. Display list prices, your special prices, or no prices at all.

o Credit Cards. Set up any number of cards, assign afiases, and determine who can use sach
card.

Onboarding and transitioning customers will be implemented to business.officedepot.com as their
ordering site. This robust and award winning website has been recognized as one of the Top §
Websites on the net for its featuras, user frlendliness, and high yolume of activity. The ever-
avolving architecture of the site is designed to provide a one-stop referancefressarch tool,
increase productivity, reduce expenses and lower the overall cost of managing the office products
commodities. Our contract customer web site offers the following advantages:

Excellent Management Tools:

+  Online Reporting - 12 months of downloadabte and exportable order history {cost
conter, ship-to, user, ltemn SKU, otc,) readily availahle

+  Green Spend Raporting: Self-serve green spend dashboards to show the
environmantal aspects of your purchasing

«  Bulletin Board — Communicate program information to end users and post your logoe

+  Billing information — POD verification, reptints of involces or packing slips

+  Set Spaending Limits - Create hierarchy restrictions, approvals, workflow process
levals

+  Restrict Iteras - At the user lovel by department, class, item andior dollar ameounts

«  Emall Approval Release —Online email approval release (HTHML)

+  Price Verification ~ View contract prices on ali items
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«  Roeal-time credit card authorization

»  Administrator User — Approved management ‘super users’ have the ability to change
personal profiles, ship-to's, restrictions, approvals, etc,

. Create Profiles — Define parametersfcapabilities for sach user ag waell as all their
information

«  Group Login [dentitios — Optional single login for cost centers, locations, departmants,
elc

+  GPS Ordor Status — Know exactly where your packagses are from the time you ‘click’
your ordar to when the packages afrive at your desk, including electronic signature
capture

. Hest Value ltems — Best value iems are identifisd and float to the top of all searches

«  Four Accounting Fields - Easily customize and identify cost conters and billing/orders
information

Fasy to Use:

+  Shopping Lists ~ Create organization-wide *hest value' lists and Pergonal items lists

«  Real Tlme inventory - Make intelligent cholces based on real product shipping location
inveniory

- Online Backorder — Access to backorder information provides alternative ordering

options

Online Returng - Simple and fast method avallable for item plckup and credit

Order Reminders ~ Schedule reaccurring or one time reminders

Future Orders — Flexible delivery dates, or bulld your shopping cart for fater orders

Advanced Search — Narrew your results by product, category, description, use, price,

size, ote

o Tonerink Find - Fast method to search by manufacturer, make, and model for those
supplies that fit your machine

+  Compare Items ~ Side by side comparisons, describing funciion, and capabilities

. Green Selact Cart: Online recommendations engine to ‘nudge’ end users to put
greener items in thelr cart

+  GreenerOffice website: dedicated website for environmentally preferable purchasing

. Order Notification —- Detailed user information on your approved orders

+  Live Online Chat — Instant message our customer service for any questions you may
have on a product recommandation, order status, or anline web functionality

«  Print on Demand — Download your customized jobs directly on the same site and have
them delivered with your supplies

«  Promotional Hems — Put your logo/brand or special event information on just about
anything

. Custom Stationery Online - Download and create your own stationary, of pull from
your private warehoused ltems we have afready created

- o a @

2.b. Proposer must provide a URL with ordering capability. Failure to do so may result in
the rejection
of the Proposal.

As a current customer, WSCA-NASPO and the State have access to view
www.olficemaxworkplace.com. Onboarding and transitioning customers will be implemented to

H WSCA-NASPO and the State are interested in a demonstration site of the Dfiice Dapot internet
ordering site, the following provides access: Demo login: bid production, Password: production

2.¢c. Proposer must provide an onfine catalog with help function, order tracking, and
related prompts that open automatically to an item’s description, patt number, contract
price and photo.
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Yes. The Office DepoliMax onlfine ordering sites provide all of the requested information. Users
will be able lo automatically view a product's description, part number, contract price, and pholo.

For current customers, www, officemaxworkplace.com provides online customer sarvice suppont
which enables real-time, online interaction with Customer Setvice through instent messaging, live
log-on assistance, and call-back requests. Office Dapot|Max assoclates are avaitable for web
collaboration from 7;00 am to 7.0 pm (CST).

The site also allows users o view order status and delivery information onfine. By clicking tha
“track your order” button under order history, end-users can view a successfully placed order
wailing to be processed. Once the arder is processed, it will appear on the order status page as
shipped, or in transit. |n this stage, you will be ahle to see all arder details including items that
have been shipped separately, backordered, substituted or canceled.

After the order is delivered, our general delivery information page displays details such as total
packages, packages delivered, packages not defivered, and packages delivered by an alternate
carrier. For packages delivered by an Office DepotiMax driver, you will be able to see “signed by’
information, package ID and the actual delivery date. In addition, alternate carrier information will
be displayed and if applicable, a tracking number will be provided for use on the catrier's website,

Onboarding and lransitioning customers will have access to the following through
business,offlcedepot.com:

+  Live Online Chat: This function allows end-users 1o instant message Customaer Service for
any questions they may have on a product recommendation, order status, or online web
functionality.

. Order Tracking: This feature allows end-users o check the status of orders that have been
created andfor subinitied to Office DepotjMax. Users are able to view the details of all orders
placed online. You can also retrieve and modify an arder if it has not yet been filled and is stil
in the “Held by Customer”, "Held for Review”, “Held for Restrictions”, or “Wailing To Fiti®
status. The MobileCast tracking system aiso caplures electronic signaturas which are posted
on-line as proof as delivary.

2.d. The ontine catalog must include information about all of the products that the
Contractor has been awarded, but no more. Contractors awarded a Master Agreement for
Track 1: Standard Office Supplies must provide an online catalog for these items.
Contractors awarded a Master Agreement for Track 2: Green Office Supplies must
provide an online catalog only for those items that meet the environmental specifications
for this Master Agreenent, Contractors that are awarded Master Agreements for both
Track 1 and Track 2 must provide a single online catalog listing products in each
category. Whether on Track 1 or Track 2, all Contractors’ online catalogs must include
labels identifying products that meet the environmental specifications for this Master
Agreement. Both tracks must include the cutrent contract price for all qualifying items.

Office DepotiMax understands and will comply. Providing a robust, accurate, and effective digital
assortment of products has become very imporant to our customers: Office DepotiMax has
developed sophisticated tools and databases to do just that. Within our electronic ordering
system, Office DepotjMax can load a customer’s custom lists and catalogs specifically designed
for ordering Standard Office Supplies and Green Office Supplies. These can be tailored to meet
each entities needs, are identified with icons and detailed information on environmental aspecis.

2.¢. Online ordering capability must be available to all authorized users within 60 days of
the execution of the Master Agreement(s).
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Office Depot{Max has implemaented large accounts as quickly as 30 days. Upon further
discussions with your Office DepolMax implementation Project Manager, we can provide a more
delailed implementation timeline.

2.£, Online orders placed by 4:00 pm must qualify for delivery within 2 business days for
the WSCA-NASPO entity who signs a Participating Addendum.

Al Office DapotiMax, our standard lead-time is next-day delivery. Orders of in-stock product
receivad by 5:00 pr. focal time via phonefonline or by 3:00 pm focal time by fax will be delivered
the next business day within our local delivery areas.

2.g. Customer service agents and technical support staff must be available to handle all
orders and mitigate all order-related technical issues from 8:00 am to 5:00 pm across the
nation per the Participating State’s own time zone for each WSCA-NASPO entity that
has a Participating Addendut. In addition, this can be negotiated by each Participating
State,

Office DepotiMax’s vision is to offer world-class service, consistently lower our cost of operation,
and add value to the refationships wilh our customers. Calls are answered in an average of 15
secands and our Customer Service team is avaifable from 6:00 am to 9:00 pm (CST) Monday
through Friday and is ready to assist with:

«  Account structure questions

Orcer and special order placement
Product or price inguiries

Order tracking and signature confirmation
Processing return requests

Any other questions that may arige

* = o+ =

Customer service is a key component of our reputation to defiver world-class service to WSCA-

NASPO and the State. Office DepotiMax is proud to have received the 2014 Gold Stevie Award

for Innovation in Customer Service. Helping our customers is the backbone of our business, and
we stive to exceed your expactalions,

2.h. The Proposer’s online ordering system must provide each WSCA-NASPO entity
that has a Participating Addendum the ability to create specific online order platforms at
the agency lovel (i.e., ordering platforms that allow for agency-specific items to be
blocked).

Office Depot|Max has the abilily io give WSCA-NASPO and the State complete control over the
procurement process by restricting spacific items of item categories based on what you want
users 1o order.

Eor current customers using officemagworkplace.com, restrictad items will relurn on a search, but
will be marked with an icon indicating that the item is "not company preferred,” “routes for
approval,” of is "not purchasable.” The different icons refer to the levels of enforcement for
restricted itams: no enforcement, approval required, or users will be unable to place an order for
these ltems. This functionality has proven to be an effective way to minimize spend and gain
program compliance through end-user awareness.
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“Your company has asked us to restrict this product from belng purchased.

You may submit an order for this item, but your company has instructed that it
be routed for further approval,

You may submit an order for this item, but it is not a preferred contractitem
‘and your company has instructed that it be routed for further approval,

[OUTES FOR ARPROVAL

KOT OOMPANY PREFERRED

For onhoarding and transitioning custormers, business.officedepot.com can be customized o rastricl
products from being ordered onh an account-wide or agency level basis by employing one or all of
the following restrictions: .

Limit on-line view to approved contract items {Cost Ceontainment QOption}
Block Broad-basedl Dept. (i.e. Business Machines)

Block Narrow Classes (i.e. Laser Printers, Inkjet Printers, Printing Calculators)
Block Specific ltems ( i.e. HP LaserJet 8100 #747-474)

Set ltem limitation {i.e. ltem Not to Exceed $150)

Set Line ltem Limitation {i.e. Line ltem Not to Exceed $5600)

Set Order Value Limitation (i.e. Order Not to Exceed $1000)

B @ @ o+ a8 ®

If a user atierapts to place an order for product that is restricted, they will receive a “restricled
iem” message instructing them to contact Purchasing to order that item. Y a user atiempts to
exceed the pre-set dollar limit (by line item or order value), they will receive a message informing
them that the order excesds the pre-authorized account fimits. Note: Restricted items are clearly
indicated with a special icon pext to the description.

Allernatively, the agency can slect 1o allow users to create orders which contain restricted items
or exceed their personal spending limits; such orders will be forwarded to a designated Super-
UserManager with the authority to overrde all restrictions,

2.i. The Proposer’s online ordering system must identify the environmental certifications
(e.g., ENERGY STAR, Forest Stewardship Council (FSC), Green Seal, UL/EcoLogo, US
EPA’s Design for Environment (DfE) Recognition, etc.), amount of total and post-
consumer tecycled content, and/or other environmental attributes of the products
consistent with the environmental specifications for this Master Agreement). Whenever
available, the Proposer’s ordering system must provide a link to the certification
document verifying the environmental attribute(s) of the product.

For curtent customers using officemaxworkplace.com, Office DepotjMax has created an easy-to-
use environmentally preferable products (EPP) index in our catalog. i addition {o marking every
EPP in our catalog with the “e-vine® logo, we identify what attribute is considered environmentally
preferable.

Listed below are product dasignations we make throughout our catalog:

Environmentally Preferable Product lcon

Highlights environmentally preferable products. “Environmentally Preferable” means producls or
services with at least one attribute that the supplier has determined o have a lesser of reduced effect
human health and the environment when compared with competing products or services that setve th
same purpose, This comparison may consider raw rnaterial acquisition, production, manufacturing,
packaging, distribution, reuse, operation, maintenance, of disposai of the product or service.

. Recycied leon
&y Denotes products with post-consumer contenl. The number provided next to this icon indicates the

@, %,g percentage of post-consumer content,
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Enorgy Star loon
Indicates Energy Star-qualified products. Energy Star Is an EPA program with energy efficient

requirements for products and sefvices.

CPG (Comprehensive Procurement Guidelines) lcon
indicates products that meet or exceed the EPA's guidslines for recycled-content office products.

FSC Chain of Custody Certifled lcon
Indicates paper supporting responsible forest management and independently verified to FSC
standards; this product is a centified preduct.

Sustainabla Forestiy Initiative lcon
Indicates that the paper mill producing this product has SF| Certifiad Sourcing certification, but the

praduct is not a certified product.

Sustainable Forestry Inltiative Chain of Custody Certified lcon
Indicates that the paper is manufactured In a papes mill that has systems for the production of SF1 Ghi
of Custody Cerlified product; this productis a certified product.

For onboarding and transitioning custormers, business.officedenct.com identifies the
environmental certifications for a product as well as the amount of total and post-consumer
recycled content, andlar other environmental attributes of the product. These are described in
both the Description and Product Detail tabs on the SKU page.
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At this time, our systems do not have the capability of adding finks directly on the product page
that can take you to the certification document, howaver, it is a functionality we are working on

obtaining.

2.j. Upon request by a Purchasing Entity, Proposers must'agrea to provide a hardcopy
catalog and updated contract price guide throughout the life of this Master Agreement.

Gffice Depot|Max agrees.

2.k. Proposer must identify all of the methods of payment it will accept under this Master

Agreement.

Checks: X

Credit Cards:
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VISA: X
Master Card: _X
Other Credit Cards: X (Discover, American Express)

Direct Deposit (e.g., ACH) X_Electranic Funds Transter (EFT) and Automated

Glearing House {ACH)

Purchase Orders: _X
Retail Connect Card: _X
Cash (for walk-in orders) _X
Other:

2 1. Credit card information/numbers cannot be stored within the online ordering system.
Does Proposer have online security meastres that provide such protection?

Yes | No
X

3. Detailed Ordering Methods

3.1. Proposer must provide a detailed description of the various methods by which a
Purchasing Entity can access product information and pricing to ensure the category
discounts are applied to the contracted items.

Office DepotiMax reporting is generated from our main invoice record database. Repotlingis a
key tool for our customers to manage their purchases, aned we work wilh you to make sure you
get the information you need.

+  Usage Reports, Usage Reports are available on a monthly, quarterly, or annual basis and
provide information on WSCA-NASPO and the State’s purchases, lotal expenditures,
contract prices, and item status. There are numerous ways to categorize information
according to your preferences.

«  Customer Insight Reports® (CIR). CIRs help customers drive program compfliance by
capturing purchasing data all the way down to the ordering activity of specific requisitioners,
Benchmarking analysis is also available to show WSCA-NASPO and the State’s how your
office product purchasing compares to companies of similar size within the same industry.

+  Quality Reviews. Quality Reviews highlight criticat performance measurements such as fill
rale, backorders, and order size. WSCA-NASPO and the State are able to monitor Office
DepotiMax’s performance, as well as ensure end-user compliance.

.+ Partnership Opportunity Reviews, Partnership Opportunity Reviews are typically
prasented to our customers on a quarterly basis and survey the results of the abave reports
to evaluate the eHectiveness of the program in place. These reports set the stage for true
quality improvements in our partnership.

.« Category Discounts. Custom finks for each State tor end-users o seamlessly access their
State’s pricing and the associaled discounts by categorics.

3.2, Describe Proposer’s overall internet online ordering capabilities. Ata minimum,
describe how Proposer’s website can provide the following:

a. Adhoc reports
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Office Depotiiax provides online access to Usage Reporting, which includes sales from alt
ordeting channels (web, phona, fax, EDI). We have developed a site that is custamized for each
customer. Ad hoa reports can be created and viewed online, and then exported to an Excel
spreadshest or tab delimited formal. Customers can create reports on demand, from data that is

updated daily,

Onboarding and transiticning customers wilt have access to our Online Smart-Dashbeard through
buginess.officedepot.com. This is a highly innovating self-service tool that offers the following:

. Real-Time Access To Imporiant Account information

.+ Displays Year To Date and Monthly Spend Analysis by Ship-To, Cost Center, and User

+ ldentifies Opportunilies to Utilize Additicnal Office Depot Services that can Result in Cost
Savings
Real-Time Video Overview of Account Activity and Data Export Capability

The above shows WSCA-NASPO and the State’s spending patteras with at-a-glance charts and
graphs. This identifies your savings and office supply benchmarks and provides insights to online
user activity.

b. Tiered approval and tracking
There are three areas of systamic control in the Office DepotiMax internet ordeting system:

Who can order
»  What products can be ordered
«  Qrder dollar amount

Through these three major areas of control, Office Depot|Max can help you structure your buying
{o achieve your goals, Wa can keep controls on a whole merchandise ¢lass or by individual
tems.

We also have a customer information system that prompts our Customer Advocates with
information about your account, including specific instructions such as order approvals and item
restrictions. Using this function, the following options can be set up at any level of your
organization, based on your individual business needs:

«  End-users can be notified via e-mail that they have exceeded their limit o that they have
ordered a restricted item, however, the system will still place the order,

. Orders can be routed to a State-assigned administrator for approval.

+  Qur system can completely deny the order until it has been changed to meet its designated
fimit or until the restricted item has been removed.

Onboarding and transitioning customers will have access to the business.officedepot.com website,
which allows for multi-tiered approval of orders, including the ability to route an order to up to 11
total levels. This feature allows pre-approved Super Users to create workflows for each user for
the tierad approval of orders according to pre-assigned dollar fimits.

By selecting the “email confirmation” option during your Inlernef account set-up, you can choose to
have orders that exceed the personal spending permissions of the user forwarded to thelr
predetermined manager, supervisor of purchasing agent via email. Each decision maker will then
have the ability to review, amend, delete, suspend or release the order,

Approvers have the oplion to "Express Approve” (release) orders direclly from the email notification

page withoul having to access the business website. Approvers may aiso assign "Praxy” users lo
release orders in their absence,

¢. Account order history that is:
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(i) Sortable

(ii) Scarchable
(iii) Downloadable
(iv) By time line

Office DepotlMax provides onfine access to Usage Reporing, which includes sales from all
ordering channels (web, phone, fax, EDi). We have developed a site that is customized for each
customar. Online reporting features includs:

. 24 months of usage available on the officemaxworkplace site and 12 months avallable on
business.officedepoi.com

Supports a number of filtars and reporting options

Uses the same easy-to-navigate interface as our regular e-commerce sile

Report selections can be "saved” for re-use next monih

Report fayout is ¢lean and easy to read

«  Top 200 iterns by quantily shipped, top 200 items by total shippad

+  Combined paper & toner Usage Reports

. & o @

d. Tracking of orders/status information

Through pfficemaxworkplace.gom , GUr cuslomers have the abilily to view order stalus and delivery
information online. By clicking the *track your order” butlon under order history, end-users can
view a successéully placed order waiting to be processed. Once the ordet is processed, it will
appear on tha order stalus page as shipped, or in transit. In this stage, you will be able to see all
order details including iems that have been shipped separately, backordered, substituted or

canceled.

Adter the order is delivered, our general delivery information page displays details such as total
packages, packages delivered, packages not delivered. and packages dellvered by an aiternale
carrier. For packages delivered by an Office DepotiMax driver, you will be able to see "signed by”
information, package 1D and the actual delivery date. In addition, alternate carrier information will
ve displayed and if applicable, a tracking number will be provided for use on the carriers website,

Cuslomers without Internet access can call the Office DepotjMax toll-free Customer Service
number at 877.969.6629. Our integrated systems and PIN technology provide our assoctates
with the tools to quickly determine each end-user’s order history at any given time.

The "Order Tracking™ feature on the business.officedepot.com website allows onhoarding and
transitioning customers to check the status of orders ihat have been created and/or submitted to
Office Depot|Max. With this feature, you will be able to view the details of all of your internet
orders. You can also retrieve and modify an order if it has nol yet been fillad and is still in the
“Held by Customer”, "Held for Review”, “Liald for Restrictions”, or *Waiting To Fill” slatus,
Additionally, Office Depot|Max's MobiteCast fracking system caplures electronic signatures that
are posted on-line as proof as delivery.

g. Ability to view/print usage

As noted previously, Office DepotjMax will provide WSCA-NASPO and the State with online
access to Usage Reports, which are periodic auditingfanalysis reports that give our customers
exact information on their purchases, total expenditures, unil costs and item status. These
reports may be categorized by location {consignea), department {cost center} of consolidated.
The consolidated reports will reflect lota! purchases for State for a spacified period of thme.

All of the Usage Reports are avaitable on a monthly, quarterly or annual basis. To satisfy
standard auditing requirements, each report includes data for both the current and year-lo-date
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periods. Information is presented in a variety of formats, including descending and ascending
doliar volure, order frequency, merchandise class and vendor. Reporting is available in paper of
electronic format {Excet, Lotus or other dala format), or both.

Standard Usage Repor information includes:

Monthly Consignee
Quarterly Praduct Description Cost Center
Semi-Annually Manufaciurer Merchandise Prefix Code
Annualtly Customer-Specific Product Code | Manufacturer

Number
This Month Only Minorily Vendor

in addition 1o our slandard reports, we can create reports that are specific to your needs, Simply
let us know what your requirements are and we can create a custom report specifically for you.

£ Printed invoices/statements

Ofiice Depot|Max provides access for users to download invoicing and credit history online
through our website. Additionally, we have developed several electronic methods for defivering
billing information to cur customers. Electronic files can be sent directly over the internet, via EDI
or XML, or transferred to a tape or disk and delivered on a regularly scheduled basis.

We maintain a programming staff dedicated to meeting the unigue file requirements of our
customers. We have the ability to create mainframe programs that produce hilling files in
customer-specified formats and we have the capability to integrate with the major financial
systems in the marketplace today. Office Depot|Max is dedicatad to providing clear, easily
accessible financial data to help our customers searnlessly manage their accounting records.

Onboarding and transitioning customers will have access to gill Management through
business.officedepot.com. This is an online self-service system that puts all your hilling
information and time-saving account management tools right at your fingertips. Our advanced
search capability allows you to sort your invoices in 8 variety of ways.

«  Quickly access your Account Summary and Detailed Billing Information to determine what is paid
and what is outstanding

. Search for Invoices by date, Due Date, Purchase Order of Invoice Numbser, Ship To location or
transaction type

. Diill down into Invoice Activities, including Paymients, Credits and Adjustments

.+ View, Print or Export your invoices, using a variety of formats, such as Excel, PDF, CSV, etc

Addilional features include:
+ Pay your invoices online using a credit card
+  Pay one or Multiple Invoices at a time in one simpie lransaction
. You can Dispute an invoice online and receive a tracking number to follow ils progress
. A Dedicated Team will work to resolve your issue efficiently and effectively

g. Access to customer service

Office Depot|Max provides online help in a number of ways. Our experience has baen thalt many
different lypes of support are needed, because of the wide variety of questions that arise.
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Our internst ordering platform is designed to be easy-to-use. in an effort to minimize the need for
help, buttons are clearly labeled, and available options are always listed on the left of the scraen.
We provide our customers with a “fraquently asked questions”
{FAQSs) section should additional help be neaded. Inthe event
you would fike step-by-step instructions on how to place an
arder, our Service Center can direct you to our Online Assistant,
The Assistant provides specific screen instruclions that can
guide you through any ordering phase.

We also have onfine Customer Service support which enables
real-lime, onfine interaction with Gustomer Service through
instant messaging, five log-on assistance, and call-back
requests. Office DepotiMax associates are availabie for web
coliaboration from 7:00 am to 7:00 pm C8T).

To speak to a member of our Technical Service Team please call
800.817.8132. Assistance is avaitable Monday thru Friday from
7:00 am to 9:30 pm {CST). We also have online Customer
Service support which enables real-time, onfine interaction with
Customer Service through instant messaging, live log-on assistance, and call-back requests.
Office Depot|Max associates are avallable for web collaboration from 7:00 am to 7:60 pm (C8T).

Onhoarding and transitioning customers can cail 888.777.4044, This nationwide loll-free
number routes to our Customer Service Center that operates from 7:00 am 1o 8:00 prny {(EST).

h. Dollar restrictions per order

Office DepotjMax has ihe abilily to support our customers’ approval requirements. Each user can
be assigned to a restriction group and assigned a maximum dollar amount per order with a rule
that all orders that exceed the maximum dollar amount myst be routed for approval. We have an
infinite hierarchy of approval leveis built into our site, and these approval levels include dollar
limits pre-set by you. We will work with your organization to ensure appropriate maximum dollar
fimits are set for each lavel of your organization,

i, Ability to maintain multiple ship-to locations for orders and billing

Office Depot|Max has a flexible account structure that we customize to malch the unique
requirements of each of our customers. By matching our system to WSCA-NASPO and the
State's organization, Office Depol|Max can provide detailed billing and reporing data organized
to suit your neads. Our customer account structure may have any of all of the foilowing
elements:

+  National Account
A national account helps link regular accounts together. They can fink to more than one main
account nurber and give conformily across all accounts locations. Thay slso provide
national reporting capabilities and can consolidate all accounts and locations inlo one reporl.

+ Account
A main account is the parant account. it is typically the company's corporate HQ or
equivalent. If no consignees are altached, the main account information can be used for both
shipping and billing. This is a unique 7-digit number with a fead zero and can stand alone,
Example: 0468576, Every customer has a main account,

+ Consignee
A consignee is an account’s shipping locations {must be physicat ship-to focations). A legal
relationship should exist between the consignee and the main account. Since a congighee
cannot be renamed, Account Managers should work with the customerio determine the
consignee names.
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A consignee is up to six characters long and can be a combination of latters and numbers.
Example: MAIN, HQ, WEST15. An unlimited nutber can be attached to an account, but
once one is created, the main account can no longer stand alone. A consignee can bill to!
the account itself or another consignee (set up to get the invoice).

Cost Coenters

A cost center is a depariment within a ship-to focation (consignee). Cost centers must be
customer defined: typical cost centers include department names or financial codes. A cost
center is up to 24 characlers in length and can be fixad of free format in nature. Examples:
ACCOUNTING, 9878926-189, FLOOR §.

« Release
A reloase provides additional information beyond the cost center. ltcanbea requisitioner’s

parne or a requisition number.

For onboarding and transitioning customers ordering through business.officedepot.com, a “drop-
down” menu option can be installed that lists depariment codes andfor cost centers for usars {0
salect for each item ordered, These codes/cost centers will be tied to specific ship-to locations
and bifling requirements. We will work directly with each State to ensure this Is setup during the
implementation process.

j.  Acknowledgement after an order has been processed; please describe available
formats

Office DepotjMax offers our customers an aulomated e-mail or fax order confirmation. This
proactive notification reports back to the end-user all pertinent information concerning the order
just ptaced, including out-of-stock conditions and backorders.

Office Depot|Max strives to save our customers’ time, money and aggravation related to following
up on order inforrmation. Our goal with proactive order notifications is to reduce the amount of
time and effort our customers spend contacling us with questions about thelr orders. Our ordet
messages prevent surprises and make it easy for you to do business with Office DepoijMax. This
makes the overall customer experience clear, fficiont and satisfying.

k. Set up favorites lists

WSCA-NASPO and the State have the ability to create customized shopping lists of items for
your organization. In the Manage Shopping Lists screen, users have the option to create new
shopping lists or adit existing shopping lists in real-time. Administrators and authorized super-
users will have the option to generate shared shopping lists that can he viewad by the whole
account of designated consignees (ship to locations). Only administrators or super-users have
the ability to manage and change shared shopping lists.

End-users can create their own personal shopping lists, which offer a fast and simple way to
prepare an order. Whan they place an oider, they simply pull up their shopping list, insert the
quantities desired, and place the order. Shopping lists display as many as 100 items per screen,
and can be catagorized however you like, for the utmost in eass-of-use.

1. Ability to set up blocked list

As described earlier, Office Depot|Max can restrict specific items of itern categorles based on
what WSCA-NASPO and the State wants users to order. Restricted items will retum on a search,
but will he marked with an icon indicating that the item is "not company preferrad,” “routes for
approval,” or is “not purchasable” The different icons refer to the levels of enforcement for
restricted items: no enforcement, approval required, or users will be unable to place an order for
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thesa itemns. This functionality has proven to be an effective way to minimize spend and gain
program complisnce through end-user awareness.

Onboarding and transitioning customers that place ordets on business.officedepot.com for
product that is restricted, will receive a “rasiricted item” message instructing them to contact
Purchasing to order that itern, If a user atlemipts to excead the pre-set dollar limit {by fine item or
order value), they will receive a message informing them that the order exceeds the pre-
authorized account limits. Note: Resiricted items are clearly indicated with a special icon nex{ to
the description.

Alternatively, WSCA-NASPO and the State can electto allow users to create orders which
contain restricted items or exceed their personal spending limits... such orders will be forwarded
to a designated Super-User/manager with the authority to override all restrictions.

m. Clear and accurate identification of all products that meet the Master Agreement’s
environmental specifications; please describe how your firm will accomplish this,
including Proposer’s ability to provide details about the environmental attributes of
each products (e.g., environmental certifications such as ENERGY STAR, Green
Seal, and Forest Stewardship Council, total and post-consumer recycled content, etc.).

As notad eadlier, our online ordering system has specific product designations for Energy Star,
CPG, FSC Chain of Custedy, SFI, and SFI Chain of Custody.

Environmentally Preferable Product tcon

Hightights environmentally preferable products. “Environmentafly Preferable” means products of
services with at least one attribute that the supplier has determined to have a lesser or reduced
effect on human heaith and the environment when compared with competing products or services
that serve the same purpose. This comparison may consider raw material acquisition, production,
manufacturing, packaging, distribution, reuse, operation, maintenance, or disposal of the product or
service,

. Recycied lcon
& Denotes products with post-consumer content. The number provided next to this icon indicates the

é%g t@% percentage of post-consumer content.

Energy Star lcon
indicates Energy Star-qualified products. Energy Star is an EPA program with snergy efficient
raquirements for products and services.

CPG {Comprehensive Procurament Gudelines) lcon
indicates products that meet or exceed the EPA's guidelines for recycled-content office products.

5 FSC Chaln of Custody Certified icon
g Indicates paper supporting responsible forest management and independently verifled to FSC
ESC standards; this product is a certified product.
19 A s
. Sustainable Forestry Inltiative lcon
@guswmms Indicates that the paper milt producing this product has SFI Certified Soursing certification, but the

FORDIR. product is not 2 centified product.
£

' Sustainable Forestry Initiative Chain of Custody Certified icon
cusiamante Indicates that the paper is manufactured in @ paper mill that has systems for the production of 5F1
FORSIT Chain of Custody Certified product; this product is a certified product

n. Ability to recommend an equivalent green product (meeting the specifications on
Track 2) when a standard office supply product is ordered.
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Office DepotiMax will satup your account {o recommend green products using our buiit-in system
wools. During the implementation phase, wa can discuss these tools further and how to best
aduress recommending green products onfine,

o. Ability to view a product’s Material Safety Data Sheet and environmental certification
document, when available.

Office DepotiMax provides Material Safety Data Sheets for a large portion of our online catalog.
Office DepotiMax customer’s can easily download manufaclurer product information on demand
to review detailed specifications that include product construction, properites, features, hazards,
shelf lite, warranties, and application ideas. For those items ihat are not available on our websile,
currant custorners can look up additional information by using www. officemax MSDSS.com of by
calting 1.800.704.9216. For onboarding and transitioning customers, MSDS can be downloaded
www.business.officedepot.com or by calling 800.451.8346 for requests of four {4} products or
less. For requests of 5 products or more, fax request o 619.677.0270.

p. Ability to run usage reports of Green Office Supplies {meeting the environmental
specifications in this Master Agreement)

To help you manage your buying more efficiently, Office DepotjMax can produce automated
Usage Reports lo track your snvironmentally preferable purchases. These repors breakdown atl
recycled purchases during a specified lime period and detail the percent of recycled and post-
consumer content in sach product,

Recycled Purchases

Detailed recycted and post-consumer content

Detail on green certifications per item

Track 1 compariscn repord to available ilems on Track 2

. & = -

These reporis may be categorized by location (consignee), department (cos! center), and
consolidated. All Usage Repotis are available on a monthiy, quarterly, or annual basis.

))) See altached Office Depol|Max Sample Environmental Repors.

3.3. Toll-Free Felephone Number

Proposer must establish and maintain a toll-free telephone number as well as an internet-
based ordering system for order placement, order inquiry, price and availability inquiries.
Proposer must agree to establish a wait time to place order of less than three (3) minutes.

Withy over 50 years of experience continually driving improved ordering processes, Office
DepotjMax has develfoped several ordering tools for our customers. We offer significant order
entry flexibility and automation. The eplions available to you are discussed below.

+  Phone, Fax, E-mail
Office Depot]Max provides nationwide toll-free service for both phone and fax ordars. Our
Customer Advocates are empowered professionals who have complete product knowledge
and a drive for providing exceptional service. Office DepotiMax Customer Service has been
recognized several times by the Service Quality Measurement (SQM) Group Inc. for
providing World-Class Customer Satisfaction. The average amount of time 2 customer waits
before the call is answered by a Customer Advocate is less than 15 seconds. Thisis a
cammon call center measurement used to indicate responsiveness to inbound cails.

Current Gustomers
Phone: 877.969.6629 | Fax: 877.969.162¢ | E-mail customersuppori@otticemax.com
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Onpboayding and Transilion Customors

Phone: 888.777.4044

+ Internet Ordering
The Office DepotjMax inlernet ordering system stands out in the industry for how easily it can
e configured to meet workflow requirements. Our internet ordering system offers a full
online catalog, as well as ordering lools such as shopping lists and an Ink & Toner Refill
Finder. The website is secure and encrypted from the time of fogin to the time of exil for any
Oftice Dapot|Max customer whe orders via the internet.

»  E-Procurement Integration
Office Depot|Max processes well over 100,000 orders per week vig third parly e-procurement
platforms, We can integrate through EDI or XML for & dynamic punchout experience. We
are one of the largest suppliers on the Ariba network and the Perfect Commerce platfonin.
We have agreements with all of the major players in the third party e-procurement market,
inciuding PeopleSoft, Oracls, SAP, and more.

«  Retail Stores
Our Retail Connect program pravides customers with the convenience of shopping at 1,900
retail stores nationwide. This wili guarantee that you will always receive your contract pricing
at our retail locations right at the register at the poini of sale.

3.4  WSCA-NASPO eMarket Center

Proposer agrees, by submission of a Proposal, to cooperate with WSCA-
NASPO and SciQuest {and any authorized agent of or successor entity to
SecifQuest) with uploading a hosted catalog or integrating a punchout
site. Refer to Attachment B, Exhibit D, Section 36, WSCA-NASPO Master
Agreement Terms and Conditions for the prescribed requirements.

Centor with

Pax cirrently supports the W

Y ank Lhe dlate of

(SRR oot e ot
weyr et Wit R RS ITES

proagran, W valne of

WOk with ol sedatale
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4. Off-Line Ordering Process (Manual)
Proposer must describe how it is able to process off-line orders if required by Purchasing
Entity, and provide same reporting information as item 3.2

Office DepotiMax provides our customars with several ordering methods to help simplify the
procurement process. In addition to our online capabilities, we offer nationwide toll-free service
for both phone and fax orders. Qur Gustomer Advocates are empowerad professionals who have
complete product knowledge and a drive for providing exceplional service.

All orders, regardiess of the order channel, are processed through our centralized computer
system and transmitted to the appropriate delivery center. Once the order is picked, packed, and
shipped, the system generatas a customer invoice based on the prefarred billing method. Please
refer 1o the arder process flowchart below.
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Additionaily, our retail program provides customers with the convenience of shopping at 1,800
retail stores nationwide, This will guarantee that you will always receive yous contract pricing at
our retail locations tight at the register at the point of sale.

5. Invoice and Billing
The Proposer agrees to provide an invoice for all services rendered and provide a single

monthly bill to the Purchasing Entity.

Summary Billing is available uging tivee organizational levels through the Office DepotjMax
account database structure, Typically our customers wanl billing summarized by their ship to
locations, purchase order numbers and/or cost centers. We will provide billing summarized the
way you want it. Summary Billing packages allow easy accounting for, and allocation of
departmental expenses. Summary Billing consolidates daily purchase activily into a manageable
tirne period. .

. Select the billing cycle: weekly, semi-monthly, monthly, custom-cycle

. Choose the sorting sequence: ship lo location, P.O. number, cost center

. Decide how you want your package to page break: ship to focation, P.O. number, cost
canter, Office DepotiMax invoice numbert

All of our Summary Billing packages coma with two copies and are broken down into 3 levals of
detail to help streamiine your payables process.

+  Expense Allocation Report. This postion of the Summary Bill summarizes by cost center,
P.0. or ship to, total merchandise purchased for the period, adds any applicable sales tax
and then subtotals by cost center, P.O. or ship to. This format makes it 2 snap to alfocate the
charges in your A/P ledger.

. Detait Section. Many companies need to provide their department managers with detailed
chargeback reports showing charges for their area. Our “Detail” section of the Summary Bill
is the parfect solution. Every item purchased by a department is listed with the price,
extended total and department total. This makes auditing the invoice simple for department
managers,

+  Remiitance Advice. Provides a grand total of the merchandise, sales tax and total amount
due,
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Office DepotiMax also supports a variely of payment options:

. Electronic Transfer. Office Depotjiax supports EFT or ACH electronic payment methods.
Check. Customers culting checks can mail payments to a securg regional fockbox,

< CrediVProcirement Card. Customers can pay by credit card at the time of purchase with
Visa, MasterCard. American Express, of Discover. We can provide Level 3 reporting and are
PG Comptliant.

6. Payment
The Proposer agrees to Accept “Net 30” invoice payment terms.

We are cufrently offering the WSCA-NASPO and the State Net 30 invoice payment terms. We
agree to accept Net 30 payment terms for all invoicing methods. In the event that we could agree
upan tecms shoster than the current terms, we would be pleased to work out an incentive that
altows us to share the additional cost savings with you. We are flexible, and will work with you to
agree upon terms and invoicing methods. Please note that credit card payment is at the lime of
purchase only and not available for account with paymaent terms.

7. Forced Substitution
For the purposes of this RFP and all resulting Master Agreement(s), the term “forced
substitution” is defined as followed:

“The act of replacing any item with an alternate item via the use of software ot any other
method, resulting in the substitution of any item on any order without the prior consent of
the ordering entity.”

By signature of the Proposal, Proposet has in good faith offered a discount on all products
in each of the categories defined on the price proposal with the full intention of
supporting the product offerings in each category via its online catalog, store-front
operations, and stocking inventory. If an ordered item is out of stock, the Proposer must
agree that it will notify the ordering entity for prior approval before substituting the out-
of-stock item, The practice of forced substitution will not be accepted.

Does the Proposer understand and agree that Forced Substitutions are not allowed?
Failure to acknowledge this requirement may result in the rejection of the Proposal.

Yes No
X

8. Training

Proposer must provide training including instructions about how Purchasing Entities, if
required, can use the Proposer’s online ordering system at no additional cost. This
training shall cover, at a minimum, ordering, online ordering, product defivery, product
returns, and customer service processes.

Office DepotjMax simplifies the lraining process, reducing the time your end-users spend
familiarizing themselves with how ta order. We will tailor the experience for each State and entity
within to focus on their unique initiatives. We have designed our ordering solutions so end-users
can efiiciently utilize their time and remain focused on their day-to-day tasks. [f WSCA-NASPO
and the State end-users have questions pertaining to the site, Office DepotiMax offers user
guides and recorded demonstrations that individuals can access al their convenience, User
guides include information such as contacts, numbers, hours of operation, cut-off limes, internet
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procedures, delivery schedules, retum policy, FAQs, etc. These reference malerials are straight
forward, easy lo fallow, and customizable based on account rules and preferences at no
additional charge 1o WSCA-NASPO and the State.

Should WSCA-NASPO and the State prefer live training for your end-users, Jim Chatfield, your
dedicated Office DepotlMax Account Manager will coordinate and host a training sessioh ulitizing
a recorded demonstration of our website. Yaur Account Manager is also available lo assist
during the session and respond ta end-user specific questions.

Additionally, end-users have access {o Live Online Assistance and technical suppor—ensuring
ysers ahways have a way to find answers qguickly-—further simplifying the ordering process. By
selecting our Live Online Assislance icon, end-users will initiate a web chal or phone
collaboration with one of our Office DepotiMax Customer Advocates.

9, Freight Policy

All shipments must be F.0.B. Destination, freight prepaid and allowed for all Purchasing
Entities. Proposer is responsible for filing and expediting all freight claims with
carriers. Proposer must pay title and risk of loss or damage charges. All emergency or
rush deliveries that require special shipping and handling should be at the ordering
entity’s expense, with prior approval from the ordering entity. Emetgency or rush
shipping charges must be billed as a pass-through charge and added to an invoice as a
separate line item. In the event emergency or rush delivery is required as the result of a
Contractor’s error, all shipping costs must be paid by the Contractor.

For Alaska, all shipping and delivery costs must be included for orders within the
Anchorage, Fairbanks, and Juneau areas. Shipping and delivery costs for orders outside
the Anchorage, Fairbanks, and Juneau areas must be billed to ordering agencies as a pass-
through charge and added to an invoice as a separate line item.

For Hawaii, all shipping and delivery costs must be included for orders with delivery
locations on the islands of Oahu, Hawaii, Maui, Kauai, Lanal, and Molokai,

Office DepotjMax agrees with the freight policy, ali prices are FOB destination. There are
no additional mininwurn order amounts or freight charges.

Exira charges for rush shipments and special handing will be passed on to the purchasing entily
as a separate line item. We would discuss this on a case by case hasis and gain approval. Any
emergency order that results from us not fulfilling a regutar order will be shipped af our expense.

16.  Shipping
All shipments are to be delivered directiy to the ordering department/division address,
Purchasing Entity. All shipments must include a packing label that includes, at a
minimutn, the following information on the outside of the package:

Purchasing Entity
b. Delivery Address
¢. Ordering Entity and Floor

d. Contact Telephone Number

Office DepotiMax provides separate carlons and packing lists for each requisition. Our tlexible
system allows for orders to be packaged separately by individual cost center. Allof the
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information above is currently included and visible on all State orders. We work with each
customer and set up our system {o put the information you need on every carton label, packing
fist, and invoice.

11.  The packing slip must also be included with cach shipment, which must
include, at a minimum, the following information in no particular order:

Line item description

Quantity ordered

Quantity included in shipment

Any backordered items

Unit Price and extension

Number of parcels

Purchase Order, Delivery Order

Ordering entity name

F.0.B. (destination)

All information contained on the packing label

TrrE@ e e o

Office DepotiMax provides all of the above ilems on our packing slips as described in the below
guide.

S See attached Olfice DepoifMax Packing List & Detaited Guide.

12. Delivery and Distribution
a. Proposers must be able to distribute all offered products to each WSCA-NASPO

entity that signs a Participating Addendum,

Office Depoi|Max has the capability to provide service to all WSCA-NASPO focations as set forth
in this bid.

b. Proposer must identify all other companies that will be involved in processing,
handling or shipping the product to the end-user.

In addition to our private fleet, Office Depot|Max partners with third-party vendors {o supplement
our flast service capabilities that offer the same level of refiable on-time delivery whife maintaining
rouling efficiency. Additionally, we have included a tisting of all of our third-parly carriers that rmay
be included in this bid.

3 See attached Office DepollMax Detivery Cartiers.

¢. Provide the number, size, and location of Proposer’s distribution facilities,
warehouses, and retail network, as applicable.

Office DepotiMax has a complete national infrastructure designed to provide optimal service and
support to our customers. We provide a combination of local and centralized support in order to
balance customer service needs with efficlent, cost effective support models, All Office
Depot|Max facilities are finked through a central computer network, assuring consistent service
anywhere in the nation,

« 34 Custemer Fulfillment Centers (GFCs) - Our CFCs are located sirategically across the
country to provide coverage to major market areas, Through our network, we are able to
reach 95% of the U.S. on a naxt-day basis.
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. 3 PowerMax/Retail Fulfifiment Centers — Office Depot{Max PowerMax facilities supply
products to all of our relail store focations. :

. Over 1,000 Retail Stores — Office DepotjMax has retail locations all across the country that
contract customers can take advantage of through our retail program.  Office DepotjMax will
provide your end-users with a plastic card or barcode labels that tie customers to thelr

contract pricing.

While Office Depot|Max may own or lease the various propeities, we run all of our own facifities
and employ our own people, giving us completa control over what we stock and the service we

provide.

))) See attached Office DepotiMax Location Listings.

d. Provide Proposer’s standard delivery time, options for expedited delivery and return
policy.

Orders placed up to 5:00 pm by phone and 3:00 pm by fax in each local ime zone are available
for next-day defivery. In most cases, we reach 85% of the .S, with next-day delivery. Ofiice
Depotliax can accept requests for same day delivery up uniil 12:00 pm (noon) in your local time
Zons.

Emasgency, same-day orders can be accoramodated by calling our Customer Advocates lo
arrange for two to four-hour coufier service. Whatever your need for key users to get product
quickly, Office Depotifax is commitied to doing all we can to exceed your expeclations.

At Office DepotiMax, you may return any item found in the Office Depol}Max catalogs for a full
aredit within 30 days from fhe date of purchase with packing list. With the exception of damaged
or defective items, products must be returned in resalable condition and in the original
manufacturer's packaging where applicable. There are no restocking or freight charges for
siocked Hems.

To process a return, end-users can call Office DepotjMax Gustomer Service, of fill out the returmn
request forrm on our website, in order to racaive an Authorization to Return (ATR) number. The
product will then be picked up on the next scheduled delivery day by an Office Depot|Max driver,
FadEx, UPS or cammon carfier.

D See attached Office DepotiMax Retumn Policy.

e. Provide the Proposer’s backorder policy.

Office DepotiMax strives for national consistency in everything we do. We firmly belisve that by
leveraging our size and strength as a global company, we are able to provide our customers with
competitive pricing and world-class sarvice. One of the key areas of importance (o our customers
Is maintaining high service levels across the country on the products they are ordering. This
means the reduction of backorders.

Our primary goal is to reduce the occurrence of backorders. We manage ouwr warehouses well,
which means stocking what our customers use. Our current overall service level is 98%. Thisis
due to our extansive efforts to reduce the number of open orders.

in the event that Office DepotjMax is temporarily out of stock on an itemn, we first potify our
customers in one of the following ways:

+ A backordered item wiill be annotated on a FaxBack or e-mail order confirmation.
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. Abackordered ilem will be annotated on the packing list that the end-user recaives with the
order. The packing list will automatically provide a systemically generated due dale {this due
date is based on averaga vendor lead-time).

«  Our internet ordering system provides in-stock/backorder status.

«  in addilion. customers phoning in orders will be notified of a backordar at the time of order
placement.

We then work 1o fill backorders. The first step is letting the system logic try to Hil the item, Qur
camputer takes all the backordered lines, and tries to fill them using our major wholesalers,
United Stationers and S.P. Richards. 1f the system is unable to ilf a line, il prints it an a daily
report for Purchasing. Each local purchasing group takes the report every day and souices
backordered items. #f an item is discontinued, of unavailable, the customer is called and given a
choice of canceling the order, or specifying an alternate. The custorer is also called if an item
has an unusual lead-time.

The order is then placed to ship from the nearest, quickest source, At each step in the above
process, more and more orders get fillad, so by the time we issue purchase order numbers for
hackorders, we are usually dealing with less than 2% of our total lines.

£, Provide the Proposer’s normal delivery time schedule.

Office Depot|Max {akes customer arders until 5:00 pm by phone and 3:00 pm by fax in your focal
time zone. Warehouse staff will pick orders, build order routes, and {oad trucks from 3:00 pm to

midnight. Drivers come in at 6:00 am to start deliveting orders, and in most cases, end their day
around 4:30 pm after delivering their entire route.

Special ordered tems have two-day 1o three-week lead-times that vary widely across
manufacturers, products, etc. Given the wide range of products that we are asked o source, we
cannot offer & standard special order lead-time. Our goatis simply to keep special order lead-
times as short as possible. Our success in doing this is Mustraied by our 99% nexi-day average
across all lines ordered.

g. Does Proposer own its own trucks, employ its owa delivery drivers, or does Proposer
contract with a third party, such as: UPS, FedEx, ete.?

Office Depot|Max owns (or leases) and operates about 540 delivery vehicles servicing 55% of our
total shipments. We employ our own private fleet of about 800 drivers, who deliver more than 1.3
million orders every month. As menticned, our partnerships with FedEx, UPS3 and USPS anc
local cardiers aflow us to supplement our fleet service capabilities and offer you the same level of
refiable on-time detivery while maintaining routing efficiency.

h. Provide Proposer’s delivery policies?

As mentioned, orders placed up to 5:00 pm by phone and 3:00 pm by fax in each jocal ime zone
are available for next-day delivery. in most cases, we reach 95% of the U.S. with next-day
delivery.

All prices are FOB destination. Exira charges for rush shipments and special handing will be
passed on fo the purchasing enlity as a separate line item. We would discuss this on a case by

case basis and gain approval.

Office Depot|Max is able to customize delivery options 1o meset your needs. This includes cross-
docks, specific trafler size requirements, time requirements, day of the week requirements,
badge/security requirements, etc. We can also change these requirements, as your business
needs change. Office DepotiMax is dedicated to using our delivery fleet and personnel to sarvice
your unigue requesis.
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Additionally, Office DepotiMax has implemented a managed delivery program that allows our
organization to deliver 1o all of WSCA-NASPO and the State's locations on an assigned delivery
day, or on multiple delivery dates throughout the week. These orders can bie repeated on a
weekly basis and on your pre-approved delivery scheduie,

i, Provide the Proposer’s policy related to orders in excess of 70 pounds. Do they
include palletizing?

Every Office DepoliMax Customer Fulfilment Centar seis carton welght timits systemically in
order to not exceed 45 pounds. Office Depot|Max paper ranges in weight from 20-28 pounds for
our standard cul baxed paper, and 70-80 pounds for our boxed harder stock paper.

j. Proposer must identify any cutoff timelines required for same day
processing/ordering.

Office DepotiMax can accept requests for same day delivery up until 12:00 pm {(noocn) in your
logat time zone.

k. Ifthe Proposer’s warehouse is not located in Purchasing Entity’s state, indicate where
the shipments otiginate from and what the Proposer’s contingency plan is for road
closures and delays caused by inclement weather.

Office Depot|Max utilizes our distribution contingency plans to ensure our customers receive their
product in a timely fashion. Thisis led by a dedicated Logistics team at Office Depol|{Max
headquarters who work side by side with each of our Customer Fulfillment Centers. This team
addresses potential dangers and arranges (he necessary changes thwough our computer system
and distribution operations. Shipments affected are rerouted to the nearest alternate location,
which may involve another Office Depot{Max location of ihe closest wholesale partnet,

Office DepotfMax drivers are also each equipped with celf phones and are in constant
communication with their respective Customer Fulliliment Center. Delivery Managers have
access to the latest version of MapPoint, as well as the internet to understand current road
conditions and alternate routes that are available, when necessary.

L Provide a list and location of all of the Distribution Centers and Warehouse
operations located within the WSCA-NASPO States operated by the Proposer.
(Proposers must only list those in states for which it is proposing.)

As mentioned in item C. above, Office Depot|Max has altached our listing of our distribution
centers. We would request a list of alf addresses including zip cedes io provide a more accurate
location listing of which Office DepoljMax CFC would specifically service individual locations.

Y See attachod Office DepotiMax Location Listings.

13.  Delivery/Returns

All products delivered in poor condition or not ordered may, at the discretion of
Purchasing Entity, be returned to the Contractor at the Contractor’s expense within 30
days. Credit for teturned goods must be made back to the Purchasing Entity once the
product has been returned, verified and received back at fulfiliment center.

If the Contractor has not picked up or provided for the return of rejected goods within 15

business days of notification of rejection, Purchasing Entity may dispose of them as it
sees fit. Contractor must credit the price of the Goods regardless.
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Office DepotjMax understands your concern that an emergency could potentially prevent us from
providing WSCA-NASPO Stales and the associated entities with needed products and services.
For this reason, a Disaster Recovery Ptan has been created that enables the business to
continue services in the unlikely evant that we experience problems with our computer systems,
talecommunication systems, or warehouse/shipping capabilities. These plans have been
designed and maintained to ensure timely recovery from a disaster.

Emergency Preparedness Corporate Support Task Force

A cross functional team of corporate support personnel representing 22 key departments meels
before, during when feasible (e.g. hurricane) and after a crisis or natural disaster to support our
customers, our teams and our communities. Team membars are decision makers for their
business units. Their mission is to profect company assels, which include the welfare of our
associates, our customer relationships, our buildings, merchandise, data, and our brand, and
resuma operations as quickly as possible,

Computer Systems Plan

Our primary and secondary production data center facilities are backed up by Uninterruptible
Powar Supply (UPS) and generalar systems with the ability to power the facility for an unlimited
amount of time in the event of a commercial electrical outage. All Office DepotiMax critical
computing systems adhere to the following architeciural standards:

- Clustering and Automated Recovery: All mission and business critical systems run as highly
available “virtual clusters” across multiple dala centers concurrently. Systems that cannot be
virtualized will failover to our secondary data center in the event of a prolonged outage.

+  Online Data Copies: All mission and business-critical databases have online copies of data
readily available for immediate restore. Using “virtual tape libraries," Office DepotiMax
replicates its backup data to multiple sites and archives data to tape for long-term safekeeping.

+  Backup / Restore Procedures; All mission and business-critical systems are replicated
across data cenlers in near realime and are backed up dally. Under strict data retention
guidelines, Office DepotjiMax has also contracted with off-site service providers for the storage
of backup data sets that are vital to business funcilons. These data sets are monitored and
rotated off-site on a regular basis. In the event of data loss, replication failure or online backup
inaccessibifity, this backup media is delivered to either the primary or secondary data center.

«  Office Depotjiax has also contracted with a Disaster Recovery service to provide the
followling facifities in the event of a disaster:

+  Secondary Data Center - Office DepotiMax has invested in building a secondary production
data center at a Tier 3 facility. All mission and business-critical systems and applications are
deployed In an activefactive model across both data centers, making recovery instantaneous
should one data center have an cutage. Data and online backups are replicated over a private
divergent path fiber network extending to each data center.

. Cold Site — Office DepotiMax has contracted appropriate processing and storage capacity
feom the vendor that can be used to maintain legacy computing operations in the event of a
disaster.

+  Office Space and Systems Management - The contingency office space Is a designated
area that is properly equipped to faciitate prompt esiablishment of an office environment for
the engineering teams. Ramote systems management capability of the systems is algo
provided.

Telecommunications System Plan

Tha recovery time raquired in the event of a telephone system failure varigs dapending on the
type of problem. We operate multiple Customer Service Centers located in separate
geographical areas to ensure complete network diversity. These centers are equipped with
Uninterruptible Power Supply (UPS) and generators to power the facility in the event of an
extended commercial power failure. Information Technology Voice angd Data Network feams are
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Qur first objective is to absolutely minimize the need for your end-users to ever return
marchandise. Our quality initiative, Lean, faciiitates the confinuous improvement of our
processes and helps us identily and ramove the root causes of the errors that result in returns.
When retums are necessary, our objective is to make the process as hagsle-free and simple as
possible. An example of this process is demonstrated by our threa/six day best practice policy
implemented at alt Customer Fuffiliment Centers, The goal is to pick up a return within three
days, and credit the customer within six days.

+  Office supplies may be returned for a full refund within 30 days of the original purchase date
with the original sales receipt (“sales receipt” includes register receipt or delivery packing list)
or exchanged for an identical ltem regardiess of when you made your purchase. Supply
retuens without a receipt/packing list will be eligible for an exact-itern exchange or a
Merchandise Credit for the lowest sales price in the pasi 80 days. There are no restocking
charges for stocked items and items no longer stocked by Office Depot|Max will not be
eligible for return.

+  Returns are handled by calling Office DepotfMax Custormer Service. A Customer Advocate
vill provide the requisitioner with an Authorization to Return (ATR) number, thereby initiating
a pick-up by our driver or a common carrer al the time of the next scheduled delivery.

+  The Office DepoljMax internet ordering system makes online requests for merchandise
returns easy. Our Customer Care section provides end-users with a convenient requast
forrn. End-users can fili out the appropriate return information in the fietds provided, and
indicate the method by which they would like lo be contacted. Once the form has been sent,
somecne from our Cuslomer Service Team will respond to your request within one business
day. They will finalize the retrn information and give you an ATR number to attach lo your
package.

+  With the exception of damaged or defective items, products must be returned in resaiable
condition and in the original manufacturer's packaging where applicable. if you receive an
item that is damaged or defective, simply cali Customer Service and we will replace the ftem
at no charge with packing list or receipt. Should a State end user encounter a
warrantyfreturn issue, they will ceturn the productto Office DepotiMax for full credit or a
replacement and we will retumn the product to the manufacturer.

14.  Fuel Surcharge

If fuel prices rise more than 25% above the current US Department of Energy’s average
diesel price as of the closing date of this RFP, the Participating State may allow variable
fuel surcharge fees to be assessed. The surcharge will be based on the U.S. Department of
Energy’s average diesel price from the previous month. A request for a fuel surcharge
must be approved by the DAS PS prior to implementation.

Cffice DepotiMax complies,

15. Emergency Management and Recovery
Provide a description of the Proposer’s policy and process if a disaster occurs for the
following items at a minimum:

a. Data Recovery and Online Ordering

Disaster Delivery

Warehouse Access

Emergency Contact Phone Numbers

Provide a description of Proposer’s emergency response plan and backup sirategy.

o & o o
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responsible for identifying the affocled area and re-routing the affected numbers or networks 1o
an alternate location within 30 minutes. Fhese leams, along with our Customar Service
organizations, also ensure that the alternate site has the equipment and software required {o
properly handie phone calls and arders received from the affected location.

Distribution Contingency Plan

A Distribution Contingency teamn has been identified at our headquarters in inocis. This team
addresses the alternatives in the event of a catastrophic disaster that could damage a Customer
Fulfillment Center to the extent that orders can 1o fonger be shipped. The Distribution
Contingency team will imake arrangements through our computer system and Customer
Fulfilment Center operations io reroute customer shipments for the affected site lo an afternate
location. These shipments would be supplemented, as necessary, from the closest principal
wholesaler. Onee the contingency site is established, transportation and manpower plans are
developed to handle the increase of shipments so that our customers wilt not be inconvenienced.
Depending on the nature of the catastrophe, & local tast mile delivery strategy is implemented
using our dedicated route driver, jocal cartier or commeon catrier to handle customer orders.
These deliveries wii be sent to the customer dock of directly to the desktop in the same mananer
they usually do, just originating from a different point. The guiding principle of our Distribution
Contingency plan is to maintain business as usual and fully address the needs of the customer.

In addition to our documented Disaster Recovery plan, the Office Depotiiax Emergency
Preparedness Task Force, which is made up of key areas of the company (l.oss Prevention,
Facilities, Human Resources, Risk tanagement, Safety, Information Technology, inventory
Management, Customer Service, Sales, Finance, Transportation and Legal) has been assembled
and maeets on a reqular basis. The team has identificd the major areas of concern, and the
potential impact they wilt have on our associates, our customers, and our operations should a
disaster situation occur. In addition, third pady support has also been enlisted {o provide an
allocation of produst, alternate servicing sites, and supplementary transportation.

16.  Reporting Requirements

ltemized tracking is necessary, along with regular reports that can be sorted by
Purchasing Entities, shall include, at minimum product name, SKU or OEM product
number, category, volume, and dollar spend. In addition, Proposers must agree to include
information in their teport about the sustainability attribute(s) of each product purchased.
Purchasing Entities require monthly electronic (Excel) usage and quality reports.

Office DepotjMax has the most detailed reporting capabilities in the industry, which aliows us to
track informalion on every detail for every transaction down to the end-user level. We can provide
you with traditional management reports, of build a report in a custom formal so you receive your
management reporis on tirme, every time. Reporting is a key tool for our customers to manage
their purchases, and we work with you o make sure you got the information you need. Below are
some of the standard reporis we offer our customers:

+  Usage Reporis
Usage Reports give you exact information on your purchases, total expenditures, unit costs
and item status. These reports may be categorized by location (consignee), department (cost
center), or consolidated. AllUsage Reports are avaitable on a monthly. guarierly, or annual
basis. We also provide specific Usage Reports to hightight MWBE and recycled product
puschases.

«  Online Reporting
Office Depot|Max provides online access to Usage Reporting, which includes sales from alf
ordering channels (web, phone, fax, EDI). Ad hoc reportts can be created and viewed online
from information that is updated daily, and then exported to an Excel spreadshest or tab

detimited format,
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< Customer Insight Reports®
Office DepotjMax Customer Insight Reports caplure purchasing data all the way down 1o the
ordering activity of specific requisitioners. These unigue reports target how your “top ten’
end-usars place orders and how much they are spending. The reports also provide
benchmarking analysis to show how your purchasing activities compare to companies of
simnitar size within the same industry.

+ Quality Reviews
Quality Reviews (performance reports) highlight critical performance measurements such as
fill rate, backorders, and order size. The Quality Reviews enable you to monitor the service
you are receiving from Office DepotjMax and provide you with data to better manage your
office products procurgément process.

Office Depot|Max reviews these management reponts with you during regular Partnership
Opporunily Reviews. These reviews will take hard data and survey results to set the stage
for true quality improvements.

16.1  These reports should include at a minimum, but not be limited to, the following
metrics in no particular order:

Fill rate

o

Delivery success rate

WSCA-NASPO Master Agreement number

Usage broken down by state, state agency, political subdivision and location
Number of orders placed

Tota! dollar value of orders placed during the reporting period

Average value of each order

Sustainability certifications (e.g., ENERGY STAR, Forest Stewardship Council,
Green Seal, GREENGUARD, etc.) and standards (e.g., compliance with US EPA
recycled content guidelines as well as total and post-consumer recycled content) of
each product sold on the Price Agteement).

S -

As described previously, Office DepoliMax can provide all of these reporling metics.

Y see attached Office Depolifdax Sample Reports.

162 Each State and each Participant may develop its own reporting criteria.

As noted earlier, Office DepotjMax can provide traditional management reports or build reposts in
a custom format. We will work with each State and Participant 1o make sure they get the
information they need and want.

16.3 Proposer must be able to provide evidence to the Contract Manager of its Cost for
any item in the catalog where an ordering entity was charged a higher price than the list
price adjusted by the applicable percentage discount off the category containing the
specific item. Proposer must furnish the Contract Manager with reports on a monthiy and
quarterly basis in a format mutually agreed upon by the State and the Proposer. These
reports should be submitted by the 15% of the month, following the month or quarter for
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which the report is due.

Office Depotiax understands and will comply. We currently provide this report to the WSCA-
NASPO and the State and will continue to do so upoen contract award.

3  See attached Office DepoliMax Sample Quarterly Repor.

17.  Packaging Requirements
a. All products must be manufactured and packaged under modern sanitary conditions

in with federal and state law and standard industry practice.

Oftice Depot]iMax complies,

b. Each case, bottle and container of cleaning and maintenance chemicals must have the
following markings in English:

i Name and address of manufacturer
it Brand name of product
iii, Net contents in U.S. standard pounds, ounces, gallons, or fluid ounces
iv. Directions for use, including recommended use dilution and precautionaty

handling instructions
2 Recommended antidotal action, if applicable (English & Spanish)

Office DepotjMax camplies. Our suppliers and the merchanis they receive praduct from ensure
that alt products have the appropriate packaging measures as indicated by law for production and

shipping.
¢. Packaging must be constructed to assure safe delivery.
Office Depot{Max complies.

d. Shipments not in accordance with the above will be refused or returned to Contractor,
freight collect.

Office DepotMax complies.

e. Cleaning products, art supplies and other office products offered on this Master
Agreement that contain chemicals that are known by the State of California to cause
cancet, birth defects or other reproductive harm must contain a “Proposition 65”
warning label on its primary packaging and on the ordering website.

Office Depot|Max complies. Our suppliers and the merchanis they receive product from ensure
that ali products have the appropriate packaging measures as indicated by law for production and

shipping.

f. Contractors may not use polystyrene packing peanuts to fulfill any orders under this
Master Agreement, Other types of difficult-to-recycle packaging such as rigid
polystyrene or polyurethane foam, polyvinyl chtoride (PVC), or multi-material
packaging is strongly discouraged. Contractors are encouraged to minimize the
quantity of packaging they use to deliver products under this Master Agreement.

Office Depotiax complies.
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g. Packaging may not contain more than 100 parts per miltion of lead, cadmium,
mercury or hexavalent chromium, which is consistent with the Toxics in Packaging
legislation that has been developed by the Council of Northeastern Governors and
adopted by at least 19 States. For more information, see
httpa/Avwv. foxicsinpackaging.org,

Office Depotiidax complies.

Office Depot|Max packages and ships products with our commitment to quality in mind. Inan
effort to provide shipments in efficiont packaging, we use the appropriate size and type of
packaging for the products being shipped. Our primary focus is getling quality products to our
customers safely and without damage. At the same time, we want to be conscious of the
environment. Our external packaging could take the form of abag or corrugated carton, which
can be returnead to us for recycling if you don't have your own recovery of recycling programs.
Office DepotiMax will work with each WSCA-NASPO participant to accommodate their unique
naeds and specific packaging requirements.

18.  Recycling Services for Certain Products Offered on this Master Agreement
All Contractors on this Master Agreement must provide a system for the collection and
recycling of all toner and ink cartridges that is free of charge to Purchasing Entities.
Contractors must also offer free collection and recyeling services for rechargeable
batteries, which may be through the industry-financed Charge2recycle Program or a
similar service. Proposers must deseribe the recycling programs they offer that meet these
requirements.

Office DepotlMax can arrange end-of-iife take back programs for the following malerials:

1. Ink & Toner cartridges: This is a free program through which empty cartridges can be sent
back to Office Depot|Max’s vendor's 1SO 14011 certified recycling facility, To participate,
WSCA-NASPO and the State’s focations would need to order the free recycling boxes of
simply provide Office Depot|itax drivers with emply inkitoner cartridges.

2. Writing Instruments: This is a free program organized through our patlner Sanford. To
paiticipate, WSCA-NASPO and the State’s locations would sign up to run ‘writing brigades” lo
collect used writing instruments that are sent back to Terracycle for 'upcycling’ into new
iterns.

3. Rechargeable batteries: Office DepotjMax will provide end users links fo RBRC.org that
provides a free recycling pregrarn for rachargeable batteries. Bins will be placed within an
entities specified location, fill them with collected balteries. Once filled, the battery recycling
bins would be closed and sent back to the recycling center using prepaid, pre-addressed
labels - for responsible recycling.

4 CFL Bulbs: This is a for-fee solution provided by our partner Veolia. To padicipate, WSCA-
NASPO and the State’s locations would need to order CFL recycling boxes and fil them with
collected CFLs. Onca filled, the CFL recycling boxes would be closed and sent back to the
recycling center using prepaid, pre-addressed labels — for responsible recycling.

5. Fluorsscent Tubes: This is a for-fee solution provided by our pariner Yeolia. To participate,
WSCA-NASPO and the State's locations would need lo order Fluorescent Tube recycling
hoxas and fill them with collected Fluorescent Tubes. Once filled, the Fluorescent Tube
recycling boxes would be closed and sent back 1o the recycling center using prepaid, pre-
addressed labsls - for responsible racycling.

19.  Samples
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a. DAS PS reserves the right to request samples for performance testing and
environmental conformance assessment during the Proposal evaluation period and
anytime throughout the life of this Master Agreement,

b. All samples shall become property of DAS PS or WSCA-NASPO Participating State.
Such samples must be furnished free of charge.

Office Depotiax complies.
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THE FOLLOWING MANDATORY REQUIREMENTS APPLY ONLY TO
PROPOSERS THAT ARE OFFERING PRODUCTS ON TRACK 2: GREEN

OFFICE SUPPLIES

20.  Minimum Environmental Requirements for Products on Track 2: Green Office

Supplies

All products Offered on Track 2: Green Office Supplies must meet at least one of
the following environmental or health standards. The State of Oregon and other
NASPO-WSCA Participating States have a strong preference for products that have
received third party certifications or recognition of the environmental and health
claims of their products. All items on the Green Market Basket List, which are
detailed in Attachment F-2 (Green) include a specification that is listed in [brackets]
after the General Product Description, Proposers must offer Track 2 products that
meet or exceed the specification for that Market Basket Product.

All produgts listed as sample products on the Green Market Basket List (in Attached
F-2 (Green)) have been determined to meet the environmental and health

specifications in this Price Agreement. Proposers that offer equivalent products may
be asked to provide documentation of compliance with the specifications during the

bid evaluation process.

In addition, all Contractors that are awarded Price Agreements on EITHER
Track 1: Standard Office Supplies andfor Track 2: Green Office Supplies are
required to label their environmentally preferable (green) products by including
the eco-labels and standards (such as total recycled content and post-consumer
recycled content) listed below in the product description in their online ordering
system and catalog in order to help Authorized Users to easily identify them.
Products that do not meet these standards should not be labeled as environmentally
preferable (green) products on this Price Agreement, For example, a product that
contains a lower amount of tecycled content than the amount listed below may not be
included on Track 2: Green Office Supplies or labeled as an environmentally
preferable product on this Price Agreement.

Authorized Users resetve the right to add or restrict other products from this Price
Agreement based on environmental health or environmental considerations.

A, Multi-Attribute Certification or Recognition

Cradle to Cradle
Certifiijetﬁih

3
{
i
¥

The Cradle to Cradle (C2C) Innovation Institute evaluates and labels
products that meet multiple environmental, health and social criteria,
Office supplies that carry the C2C ecolabel include, but are not limited
to dry-erase whiteboards, cork tack boards, filing cabinets, bookcases,
monitor stands, and keyboard trays. A registry of C2C-certified
products can be found at
hitp:/fwww.c2ccertified.org/products/rogistry.
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DFE Recognized

The US Environmental Protection Agency’s Design for the
Environment (DfE) Program evaluates the toxicity of products such as
breakroom cleaners, furniture polish hand soaps, and dishwashing
detergent and awards its label to those that pass its multiple chemical
screens.

EcolLogo is a multi-attribute certification label owned by Underwriters
Laboratories (UL), Its products are certified against multiple
environmental, health and, often, performance criteria, EcoLogo-
certified office supplies include, but are not limited to: hand soaps and
hand sanitizers, cleaning products, office and janitorial paper
products, and toner cartridges. Go to

www.ceolopo.orpfen/eerti ficdpreenproducts/?eatepory_id=27427 fora
tist of EcoLogo-certified products. :

Fair Trade-certified includes those that have received (and currently
maintain) a fair trade certification from Fair Trade USA, Fairtrade
International USA or the Institute for Market Lcolopy’s Fair for Life
Program. The most common Fair Trade-certified office supplies
include coffee, tea, sugar and cocoa. Fair Trade certifications address
multiple environmental, health and social attributes of products such
as chemical use, sustainable production methods, and fair wages.

Green Seal Certified

SEAy

iy
A
eeqi™t

Green Seal is an independent nonprofit organization that certifies
products meeting multi-atiribute environmental standards. Green Seal-
certified office supplies include hand soaps, cleaning products,
printing and writing papers, and janitorial paper products. Lists of
Green Seal-certified products can be found at

Rainforest Alliance

that are sourced from farms that have taken steps to protect wildlife,
maintain tree cover, conserve soil quality, reduce chemical use, and
ensure the well-being of workers and their families. Rainforest
Alliance-certified office supplies include, but are not limited to,
coffee, paper and paper products, food service ware, etc. A list of
Rainforest Alliance-certified products can be found at
http:/Awvww, ainforest-allinnce. orp/areen-living/shoptheliog,

B. Single-Attribute Certification or Recognition

ACMI Approved | The Art & Creative Materials Institute (ACMI) certifies and maintains a
A list of “Approved Products” (AP) that have been evaluated by a
toxicologist and verified to meet standards for acute and chronic toxicity
as well as performance. A list of ACMI AP-Certified Products, which
includes, but is not limited to, adhesives, paints, pens, markers, and
whiteboard cleaners, can be accessed at hitp://www.acminet.or

Commercially The Biodegradable Products Institute (BP1) certifies and labels food
Compostable service ware, bags and other products that contain plant-based bio-
plastics that are compostable in a commercial composting facility. A list
of BPl-certified products can be found at hitp:/www.bpiworld,org/BPI-
Public/Approved/ 1Lhtml. In addition, the Cedar Grove Composting
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Facility (located near Seattle, Washington) tests the compostability of
food setvice ware and bags in its system and maintains a list of Cedar
Grove Approved Products. Its List includes products that contain bio-
3 plastics as well as paper, bagasse, bamboo, and other materials. A list of
: 1 ctﬂ ﬂR Cedar Grove-Approved Products can be found at http://cedar-
G GROVE prove.com/commercial/accepted-itlems/. (Note: This is not a product

' ' fabeling program.)

ENERGY STAR | ENERGY STAR is a joint program of the US Department of Energy and

Certified US Environmental Protection Agency that allows its label to be used on
products that meet its energy-efficiency (and performance) standards.
Office supplies that may have an ENERGY STAR label include, but are
not limited to battery chargers, desk lamps and light bulbs (e.g., LEDs
and compact fluorescent lamps), routers and other computer networking
equipment, uninterruptible power supplies, telephones, water coolers,
appliances, desktop and laptop computets, AV equipment, etc. Lists of
ENERGY STAR-certified products can be found at
wivwenerpystar.goyleertificd-productsfeertified-produets. Note: Some of
these product types may not be offered on this Price Agrecment,

FSC Certified The Forest Stewardship Council (FSC) is third-party organization that
2 o certifies products containing sustainably managed and harvested wood or

paper fiber and/or recycled wood or paper fibets. This includes office

a supplies such as copy paper, notebooks, file folders, adding machine tape,
[FSC break-room papet, wooden pencils, cork tack boards, picture frames,
plaques, filing cabinets, etc. A list of FSC-certified products can be found
at hitps:/fus.fse.orp/download. fse-certified-papers. 175, pdl, '

GREENGUARD | GREENGUARD is a single-attribute certification label owned by
Certified Underwriters Laboratories (UL). It addresses chemical emissions from
products that can affect indoor air quality [AQ. There are two levels of
GREENGUARD certifications, which set different emissions limits on a
variety of volatile organic compounds: GREENGUARD IAQ and the
more stringent GREENGUARD Gold. Office supplies that may carry a
GREENGUARD certification include, but are not limited to, dry-erase
whiteboards, cotk tack boards, filing cabinets, and bookcases. A list of
GREENGUARD-certified products can be found at
i;lin://1.1|'0t11:(;_tgi1i(lc.u,i_ggmvimnnmm.cmm’()uickScm'ew;g .

Organic Certified

The US Department of Agriculture (USDA) certifies and allows the
labeling of “organic” food or other agricuitural products that have been
produced through approved methods that integrate cultural, biological,
and mechanical practices that foster cycling of resources, promote
ecological balance, and conserve biodiversity. Synthetic fertilizers,
sewage sludge, irradiation, and genetic engineering may not be used. For
more information, click here,

SCS Indoor
Advantage
Certified

SCS Indoor Advantage is a certification program run by the nonprofit
organization Scientific Certification Systems (SCS). It addresses the
chemical emissions of products that affect indoor air quality (IAQ).
‘There ate two levels of SCS Tndoor Advantage certifications, which set
different emissions limits on a variety of volatile organic compounds:
SCS Indoor Advantage and the more stringent SCS Indoor Advantage
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Gold. Office supplies that may carry an SCS Indoor Advantage |
certification include, but are not limited to, dry-erase whiteboards, cork
tack boards, filing cabinets, and bookcases. A list of SCS Indoor
Advantage-certified products can be found at
hup:/fwww‘scspjgb_aﬂ_xrvEces.comigcrlif":cdngrcgu-m‘ochicts—guidc. .

r35¢ Seerlilied.
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C. Recycled Content Standards

Products that meet the following criteria are deemed to meet the
environmental requirements of this Price Agreement:

1. Products in categories that are covered under the U.S. EPA’s
Comprehensive Procurement Guidelines (CPGs) must meet at least
the minimum total recycled content (TRC) and post-consumer
recycled content percentages for the applicable guideline (see table
below).

2. Products in categories not included in the EPA CPGs must contain
either a minimum of 50% total recycled content (TRC) or & minimum
of 30% post-consumer recycied content.

Post-Consumer Recycled Content (PCRC) is the amount of material ina
product that has completed its intended use as a consumer item {such as a
sheet of copy paper or a plastic bottle), has been diverted from the waste
stream by having been collected in a residential or commercial recycling
program, and has been incorporated into a new product. Ideally, PCRC is
verified by a third-party organization. Products covered by a CPG (described
below) must meet at least the minimum threshold percentage listed for that
category. This threshold usually includes PCRC, but may also have
requirements for additional Total Recycled Content.

Total Recycled Content (TRC) is the total amount of recycled content in a
product. It includes both PCRC and production scraps from converting,
printing, or other post-industrial processes. It does not include materials
generated from, and commonly reused within, an original manufacturing
process.

SUMMARY OF THE U.S. ENVIRONMENTAL PROTECTION AGENCY’'S

COMPREHENSIVE PROCUREMENT GUIDELINES (CPGs) FOR OFFICE
SUPPLIES
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Many of the environmental specifications in this solicitation

at www.cpa, poviepawaste/conserve/toolsfepg/ index.him,

reforence the minimum post-consumer and total recycled-content
levels in the US Environmental Protection Agency’s
Comprehensive Procurement Guidelines (CPGs). Federal
agencies are directed to purchase products that meet or exceed the
CPGs. In addition, thousands of state and local governments
delines in their procurement policies. The CPGs can be accessed

Below is a summary of those levels for many office supplies products.

Note: Post-Consumer Recycled Content (PCRC) is a subset of Total Recycled
Content (TRC). When the minimum TRC exceeds the minimum PCRC level,
then the difference between them must be met by additional recycled content,
which may derive from either pre-constinmer production scraps or PCRC,

Ofiice Supply Product Type Minimum Minimum Post-
Total Recyeled Consumer
Content (%) Recycled
Content (%)
Binders, Plastic-Covered 25 0
Binders, Paper-Covered 90 75
Binders and Report Covers, Pressboard 50 20
Binders, Solid Plastic, HDPE 90 90
Binders, Solid Plastic, Polyethylene 30 30
Binders, Solid Plastic, PET 100 100
Book and Printing Paper (including calendats) 30 30
Clipboards, Plastic, HDPE 90 90
Clipboards, Plastic, Mixed 15 15
Copy Paper 30 30
Boxes, Corrugated 25 25
Envelopes, Lettethead and Commercial (.., 30 30
#10)
Envelopes, Heavy Welght - White, Manila, 10 10
Colored and Unbleached (e.g., brown catalog
envelopes)
Envelopes, Plastic 25 25
File Folders (Manila and Colored) 30 30
File Folders, Plastic, HDPE 90 90
Filing Supplies (Except Folders), e.g., 20 20
Hanging Folders, Pocket Expanders)
Forms {pre-printed or computer primtotit) 30 30
Index Cards 50 20
Mailing Tubes 90 75
Mats, Plastic 100 10
Mats, Rubber 85 75
Mats, Rubber/Plastic Composite 100 100
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Notebooks and Note Pads (e.g., Writing 30 30
Tablets, Desk Calendars, Flip Charts, Post-Its)

Padded Mailers 5 5
Paper, with Cotton Fiber 30 30
Paper, Text and Cover 30 30
Pressboard Report Covers and Binders 50 20
Paper Bags 5 5
“Toner Carlridges — Remanufactured
‘Trash Bags, Plastic 10 10
Waste Receptacles, Corrugated 25 25
Waste Receptacles, Plastic 20 20

D. Other Environmental and Health Criteria Referenced in this

Solicitation

Battery-Free

Battery-free products are those that are able to perform a function that

typically uses batteries such as USB computer mice.

Electricity-Free FEleciricity-free products are those that are able to perform a function
(Mechanical) that typically uses electricity. An example is a mechanical pencil
sharpenet.
Latex-Free Latéx-fiee products are those that do not contain latex and can replace

products that typically contain latex, which is an allergen and
asthmagen. Latex-free office supplies include some brands of grip
pens, pencils, erasers, rubber bands, gloves, chair and floor mats,
bandages, etc.

Non-Chemical

Non-chemical products are those that can directly replace chemical
products. For example, mechanical keyboard cleaners can replace
chemical air dustets.

Processed Chlorine-
free (PCF)

Processed Chlorine-Free (PCE) refers to products (mostly paper) that
have been bleached with non-chlorine chemistries such as oxygen,
peroxide or ozone. Some products are certified by the Chlorine-Free
Products Association. For more information, see
www.chlorinefreeproducts.org.

Rechargeable

Rechargeable refers to batteries or battery-powered products (such as
calculators and flashlights, etc.) that reduce battery consumption and
waste because the batteries can be recharged and reused rather than
needing to be discarded (or recycled) afler a single use.

Refillable or
Reusable

Refillable or reusable refers to products such as refillable pens and
mechanical pencils, water filters, microfiber cloths, mechanical air
dusters, and other products that reduce waste by eliminating the need
to replace some or all of the product when it reaches the end of its
useful life. Refillable and reusable products replace items that
typically are disposable.

RoHS-Compliant

The Buropean Union’s Directive on the Restriction of Hazardous
Substances (RoHS, 2011/65/EU) prohibits electrical and electronic
products from being offered for sale throughout Europe if they contain
certain hazardous substances (including tead, cadmium, mercury,

| hexavalent chromium, and polybrominated diphenyl ethers) above
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specified amounts, Manufacturers that comply receive conformity
assessment documents for their RoHS-compliant products, Office
supplies that may be offered on this contract that are RoHS-compliant
include flash drives and other computer storage devices. (Other
electronics must be both RoHS-compliant AND ENERGY STAR-
certified.)

Solar-Powered Products that are solar-powered (such as calculators, battery chargers
and flashlights) use photovoltaic technrology (often in conjunction
with a rechargeable battery) to power the equipment.

SCAQMD- The South Coast Air Quality Management District (SCAQMD), sets
Compliant stringent limits on volatile organic compounds (VOCs) in consumer
products that can be sold in and around the City of Los Angoles,
California. SCAQMD-compliant office supplies include, but are not
limited to, adhesives, spray paints, and some breakroom cleaning
products such as graffiti removers.

E. Environmental and Health Specifications for Certain Categories of Office
Supplies

1. Toner and Ink Carfridges (Remanufactured, High-Yield and Biobased

Certified)
Toner and ink cartridges that qualify as environmentally preferable (green) on
this Price Agreement include:

s Remanufactured High-Yield Cartridges

e High-Yield Original Equipment Manufacturer (OEM) Cartridges
o Remanufactured Standard-Yield Cartridges

s Certified Biobased Cartridges

Definitions

Remanufactured Cartridge — Used OEM carttidge which has been
disassembled, cleaned, and any worn, damaged, or end of life
components replaced, including toner, NOTE: 4 remanufactured
cartridge may be “compatible with” certain OEM printers and
copiers. This is different from “compatible toner cartridges or
clovies”, which are new cariridges built from 100% new parts by a
third party (not by the OEM) and sold under a third party brand name.
These are not accepted as green products on this Price Agreement.

High-Yield Cartridge is a toner ot ink cartridge that is filled to obtain
maximum number of copies of printed material. A high-yield cartridge
may be either an OEM or remanufactured cartridge.

Biobased Certified Cartridge is a toner or ink cartridge in which the
petroleum-based toner resin is replaced with a toner containing a
significant concentration of biobased resins such as those made with
natural oils from agticultural crops such as soy beans, corn and cotton
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seed. Acceptable products must be certified by the USDA’s
Biopteferred Program and listed in its Biobased Products Catalog,
which can be found at :
htpedfeavw.bioprelemed. gov/Biobased Products.aspx.

2. Surface Disinfectants and Sanitizers

All surface disinfectants and sanitizers (including sprays and wipes) must be
registered by the US Environmental Protection Agency (USEPA) have a
currently active US EPA Registration Number.

All products offered on Track 2: Green Qffice Supplies may contain only the
following active ingredients: Hydrogen Peroxide, Citric Acid, Lactic Acid,
and Silver. Prohibited antimicrobial products ingredients include Sodium
hypochlorite (chlorine bleach), Quaternary ammonium chloride compounds,
Ortho-phenylphenol, Hydrogen chloride, and Thymol.

Office DepotjMax's best-in-class capabilities have the ability {o identify the products
in our assortment that are cerfified or registered to the mulli or single atlribute eco-
labels listed above, In addition, we can identify which products meet the minimun’
recycled content thresholds defined by the EPA’'s Comprehensive Procurement
Guidelines (CPG). For producis not inciuded in the EPA CPGs, Office Depot]Max is
able to identify those products that meet the minimum requirements of 50% total
recycled content, or a minimum of 30% post-consumer recycled content.

Prohibited Chemicals, Materials and Packaging Containers

No products or packaging offered on Track 2: Green Office Supplies of this Price
Agreement may contain the following:

1.

Carcinogens by IARC, NTP, OSHA or State of California (Known or
Suspected/Reasonably Anticipated) such as Arsenic, Asbestos, Benzene, Cadmium,
Coal tar pitch, Chloroform, Chromium VI, DEHP, Ethyl benzene, Formaldehyde,
Lead, Mercury (except in fluorescent lighting, 3.0 ug Hg max in CFLs), Ortho-
Phenyiphenol, Polystyrene, Polyvinyl chloride (PVC), ete. except Nickel, which is
commonly found in rechargeable batteries.

Asthmagens (on the AOEC List) such as Ammonia, Benzalkonium chloride, Epoxy
resins, Ethylene diamine, Formaldehyde, Hydrochloric acid, Methyl methacrylate,
Monoethanolamine, Quatetnary ammonium chloride corapounds, Polystyrene),
Polyviny! chloride (PVC), Sodium hypochlorite (Chlorine bleach), Triethanolamine,
Turpentine) excep! latex. Latex-free products are available on Track 2: Green Office
Supplies.

Reproductive Toxins (Known to the State of California to Cause Birth Defects,
Other Reproductive Harm or Developmental Toxicity) such as Toluene, Dibutyl
phthalate and other Phthalates.

Fluorinated Compounds (such as fluorinated stain-resistance compounds,
Difluoroethane, Tetrafluoroethane, Tetrafluorosthylene, etc.)

Triclosan, Tricloban or Microban as well as all antimicrobial hand soaps
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6. Mercuty in fluorescent lighting in amounts that exceed the European Union’s 2011
Restriction of Hazardous Substances (RoHS) Directive (201 1/65/ELU)

7. Bis-Phenol A

8. Nanotechnology (including any products that are matketed as containing
nanotechnology)

9. Plants or animals that are listed as endangered or threatened endangered by the
Convention on International Trade in Endangered Species (CITIES) of Wild Fauna
and Flota

10, Aerosol containers

Office Depot|Max's Environrnental Product Analyst will work with WSCA-NASPQ and the State lo
screen out products that do not mest the specifications listed above. We will take substantiai
precaution and undertake significant extra effort to ensure products on the ‘Green Gifice
Supgplies’ list do not contain the chemicals and malerials listed on the WSCA Prohibited List.

22, Documentation of Environmental Attributes

Proposers offering environmentally preferable products on this Price Agreement must
confirm adherence to the specifications listed above for those items. All products offered
on Track 2: Green Office Supplies of this Proposal must be either certified by a third
party (such as ENERGY STAR, Green Seal, GREENGUARD, etc.) OR the Proposer
must be able provide documentation of compliance with the environmental specifications
for each item. The certification or documentation of compliance with the environmental
specifications required for these products in no way exempts compliance with other
applicable occupational health, safety and environmental standards.

If the product is required to have another attribute that is listed in the specifications, the
Proposer is likewise required to demonstrate that it meets that criterion. If the
documentation is not available online, it must be submitted upon request during the
Proposal evaluation period. Sample product labels are acceptable. In such cases, DAS PS
mandates the required submission be made within seven (7) days of cither oral or wrilten
notification by the State. Failure to comply within this time frame may resutt in the
rejection of its Proposal for that product item only.

Office Depot|Max maintains a database of environmental altributes and eco-labels. The majorily
of the products in this database have either third party certifications or affidavits from our
suppliers. Upon request, Office Depot|Max will provide these in an excel spreadsheat that shows
the type of verification, or through provisions of certificates, affidavits, links io SKUs online, or our
envirenmental catalog.

23, Verification of Ongoing Compliance with Environmental Specifications

If awarded a Master Agreement for products on Track 2: Green Office Supplies, the
Contractor must agree to supply proof of environmental certification or other
documentation of compliance with the environmental specifications in this Master Price
Agreement) for all products (including any additional products added to the Master
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Agreement throughout the duration of the Master Agreement), if requested by DAS PS or
any Participating State. Failure to do so may result in the rejection of the product item
that lacks current certification.

Through the Office DepotjMax database of environmental altributes and eco-labels, we are able
to pravide WSCA-NASPO and the Siate proof of environmental claims associated with future
products that may be added to this contract.  Office Depot|Max requires a minimury of three
weeks from addition of a new ilem to the contract to verifying environmental claims.

PART 3: DESIRABLE CRITERIA

Al “Desirable” Criteria for Attachment D are described in this section.

1. Implementation and Communication
a. Describe in detail the Proposer’s implementation plan, including all process steps.

For every account, we complete a comprehensive implementation Plan. This internal, proprietary
document lists all of the delails necessary for each of our Customer Fulfiliment Centers to
successfully manage their local portion for cach WSCA-NASPO patticipant, The implementation
plan is disiributed throughout our CFCs, Customer Service Centers, and sales offices to those
Office Depot|Max associates who have an impack on our service lo you. This tool serves as a
“blueprint” for service consistency by spelling out the proper way {0 service your locations, but is
also fluid, alfowing us to monitor and track the pragress and on-going stccess of an agreament.

As WSCA-NASPO and the Stale is a current customer, the results of the implementation process
are already in place. For states that will be joining this contract, the implementation involves the
use of the Office Depot|Max 5-Step Implementalion Process.

Step 1. Formation of the Office DepotiMaxiWSCA-NASPO and the State Implementation Team
Step 2. Establishing the Roll Qut Schedule

Step 3. Developing and Communicating Your imptementation Pian

Step 4. Introducing the New Program to End-Users

Step 5. Monitoring the Program's Success

As in any successful partnership, communication Is key. We feel it is imperative thal WSCA-
NASPO and the State and Office DepotjMax meet to discuss afl of the specifications outlined in
the bid and any additional requirements that may have risen throughout the bidding process. We
will create a joint cross-functional team to implement and monitor all new program initiatives.

Upon natification of contract renewal, Office DepotjMax would load the new contract pricing and
revised account requirements into the Office Depot|Max system.

b. Describe in detail the specific information, resources, and assistance the Proposer will
require from each Purchasing Entity to implement the Master Agreement.

Office DepotjMax has extensive experience implementing agreemants and ensuring that they are
successful. We have the people and programs in place that have supported thousands of
implementations. Office Depot|Max understands what it takes to roll out a program and gnsure
that it is a success.

Based on our past experience in launching programs, the following are five critical success
factors that Office Depot|Max believes are crucial to a successful implermentation.
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. Communication - Order, biting and delivery requirements between Office Depot{Max and
the customer communicated clearly

. Detailed Implementation Plan - Designed specifically to maet the unique feguirements of
the customer

. Collaboration - Office Depot]Max and customer to document and submit, complete and

accurale dala

+  Frequent Meetings - Regular status meetings between Office DepotiMax and the cuslomer
that monitor progress against the implementation plan

+  Process Plan - Effective communication plan to notify end-users of new process (marketing
& training plan)

Attention 1o the needs of the customer is critical 1o developing a successful implementation plan.
Tracking progress against the agread upon project plan on a regular basis ensures timelines are
met and dependencies understood. Office Depot|Max's expertise in account architecture,
ordering methods, defivery and billing ensure each WSCA-NASPO participant's Unique needs are
mel.

c. How soon from execution of the Master Agreement will the online ordering system be
available to each Purchasing Entity? If a phased implementation is planned in terms
of limited functionality vs. complete functionality, please specify.

Through the Office Depot|Max 5-Step Implementation Process, we are able to have WSCA-
NASPO and the State's program implemented within 30 calendar days from the agreed upon
start date. To ensure this deadling, all associates that will service your account are provided with
an outline that specifies the logistics and pragram delails that allows us to rnake this commiltment.
Provided below is a detailed implementation timeline for your review.

November 3, 2014 WSCA-NASPO and the Stale announces decision to award
business to Office DepotiMax

Novemnber 10, 2014 Contract negotiated andfor signed '

November 10, 2014 Office Depot|Max and WSCA-NASPO and the State meel to
gather data sef program goals

November 11, 2015 implementalion and rollout process begins

January 1, 2015 Program “Goes Live”

In addition 1o the imeline, WSCA-NASPO and the State will be provided with our Office
DepotiMax Weicome Guide that includes details on product inforrmation, pricing, delivery,
cuslomer service and returns. This guide services as a helpful tool to allow each WSCA-NASPO
participating entity reduce the time and money spent on procuring office supplies.

d. Describe in detail the Proposer’s experience when implementing customer
relationships of equivalent size and complexity?

Office DepotlMax has successfully managed national account implementations with ease and in a
timely, convenient manner for our customers. For new siates that will be onboarding, to ensure
your transilion is a succass, sach WSCA-NASPO pariicipant will be assigned an implementation
Project Manager who will be at their side as a personal customer advocate, effectively managing
the entire process from beginning to end to ensure their salisfaction.

The Implementation Project Manager witl work with each WSCA-NASPO pardicipant to create an
implementation plan customized to meet their specific needs and then lead a full implementation
team of subject matter axperts in areas such as account hierarchy, billing, spprovals, delivery and
repotting. The Implementation Project Manager will:

+  Host regular progress calls with the implementation team and the parlicipating entitias key
contacts to monitor the stalus of execution against the implementation plan
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.+ Manage through communication to the end-users {o ensuss an effoctive go-five date

«  Work fn conjunction with the Office DepotjMax account teams on specific account delails will
manage your business day-to-day of each participant.

+  Stay fully engaged for 30 days past go-live to ensure all pracesses are runhing smoothly

Approximately 80 days after go-five, Oftice Depot|Max will conduct our first Business Review with
WSCA-NASPO and the Staie to discuss the implementation process, assess cufrent
performance, and determine any future iraprovement objectives. This review will help lay the
foundation for a business partnership betwean Office DepotjMax and WSCA-NASPO and the
Siate.

Below are examples of successful Office DapotiMax implementations of office supplies
compliance pelicies.

Exampie 1

Office DepotiMax implemented a customer that had 54 locations with 12 different divisions and
comprised over 3,000 users throughout the United States. This sustomer had never had a
nationat office preducts procurement program untit Office DepotjMax tock them on as a now
account. Each division andlor location had individually defermined how to order supplies without
any comorate guidance or oversight. Office Depot|Max guaranteed the customer that we would
have their new program up and running within 45 days. Thay were guite skeptical of this
promise, since the challenges in implementing a national program had prevented them from
doing so previously.

Oifice Depot|Max exceaded their expectations, and we were able to mest every deadline without
fail. An Account Manager visited each location to meet with a key contact and to understand
each site’s rules and environment. Office DepotiMax conducted a user tralning program to
introduce the customer assosiates to the company goals for average order size and the benefits
of ordering online, After the first 30 days of implamentation, we conducted a customer
satisfaction sutvey after orders were placed. Office DepotjMax provided the customer with
monthly compliance reports allowing them to see how their departments were adapting to the
program.

Office Depot|Max was able to provide all of these forms of feadback and reporting to the
customer, and for the first time they had a comprehensive understanding of their total office
products procurement program. The customer actually instituted a corporate policy requiring that
office supplies be purchased at Office Depot|Max in order to be eligible far reimbursement. In the
end, the customer was so impressed that they told their Account Manager they would have
implemenied a naticnal prograrm years ago if they had known it would have been so easy and
cost-effective.

Example 2

Office DapotiMax implemented a customer that had a compliance levet below 80% when Office
DepotiMax entered into an agreement to help manage their office supplies procurement
programs. The company was dealing with maverick spend through a number of different
vendors' retail stores. After one year, the customer achieved a compliance rate over 92%, largely
due to the effectiveness of the Office Depot|Max Compliance Driver program.

This customer set a goal of 98% compliance, which was realized in year iwo of the Office
DepotiMax agresment. With both our Compliance Driver and our in depth monthly reports, Office
DepotjMax can uncover non-compliant spend and work with companies to targel programs and
training to increase compliance levels. We can offer you the lools to monitor procurement
spending down to the individual end-user and to reach out to your employess to bring them into
compliance.

e. Describe in detail any limitations of Proposer’s e-commerce site.
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Like any system, there are rules that regulale user and adminisirator permissions, as well as
customer accounl profifes. Although these rules dictate how Office DepotiMax can implement
any process or customization for WSCA-NASPO and the State, our system is flexible and we are
able to develop a solution to fit most requirements.

2. Excellent Customer Service

Both Purchasing Entities and Contractor(s) will commit to quarterly reviews of internal
customer satisfaction and will make consistent efforts to improve customer service and
satisfaction. Customer service adds value to a product and builds enduring relationship.
Customer Service is a vital function of how well a firm is able to constantly and
consistently exceed the needs of the customer.

Attributes that contribute to Excellent Customer Service:
a. Courteous

b, Knowledgeable and well-trained

¢. Critical thinking skills

d. Authority to make policy decisions

e. Problem Solvers

Oftice DepotjMax believes that there are five fundamental faciors that comprise the customer
experience and uitimately drive customer satisfaction. These factors include:

s Availability of Producis

«  Ease of Doing Business

+  Delivery to Expectations

+  Competitive Price

- CustomenSupplier Relationship

i Office Depoi|Max fails to deliver in any one of these key areas, customer satisfaction will be
comprontised. Ultimately, each customer determines the relative importance of the above
factors. Office DepotjMax views it as our responsibility to continually identify and monitor gur
customers' requirements. H is only with this insight that we are able to tailor our product offerings
and services o ensure customer satisfaction each and every time. Office DepoljMax is proud to
have received the 2014 Gold Stevie Award for Innovation in Customer Service,

In order to maintain a competitive program, Office Depot|Max wilt conduct quarterly Partnership
Opportunity Reviews with each entity to review current parformance and discuss future
improvement objectives. We believe that this live face-to-face interaction is the best way to
assess custorner satisfaction and foster a coflaboralive relationship.

During these meetings, we will review a number of critical business issues, including a statistical
breakdown of where most spending is occurring. We wilf also discuss other procurement data
that will help reduce gach entities procurement costs, while increasing productivily, This data
includes:

+  Average order size

+ Number of orders placed
«  Average lines per order
«  Number of returns

+  issue resolution time

By analyzing this data, we can discuss polential changes that will reduce operational expenses

for both our organizations. For instance, reducing order frequency resuits in fewer invoices
processed, and therefore reduced accounts payable activities. We will also be prepared with
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Usage Reporting in descending dottar value. With this report, we can ensure that each entities
custom item list will be maintained to refiect the items most often purchased.

2.1  Describe Proposer’s approach to customer service as it relates to online
ordering, invoicing, and problem solving including how the Proposer’s
program will meet and exceed the needs of the WSCA-NASPO
Participating States.

Office Depot[Max focuses on the cuslomer. Our Custormer Advocates are meticulously trained to
handie any situation that may arise. Office Depot]Max’'s ability to empower our Custarmer
Advocates means thal 88% of problems communicated (o our team are solved in just ohe
interaction. We call this our Done-In-One resolution rate. We constantly track our Done-in-One
rale 10 ensure we are providing our custorners with the high level of service that they deserve.

In order to support our customers as efficiently as possible, we have developed hwo channels for
issue resolution that have the authorily to take immediate action on behall of WSCA-NASPO and

the Slate.

For WSCA-NASPQ and the State, the first point of contact is your dedicated Account Manager,
Jim Chatfield. Jim assesses the resources needed to resolve the issue and gels the appropriate
partios involved. Jim will also communicate the action steps that will be taken and when your
iesue will be resoived. Each partcipating entity will have a dedicated single point of contact to get
all issues or concerns addressed.

For end-users, if question or concetns arise during the course of daily business, we encourage
them to contact Office Depot]Max Gustomer Service at 877.969.0MAX, and cormmunicate to your
internal purchasing group any persistent issues.

if we cannot solve your problern within one inleraction, we will open a case. This means the issue
requires research or involvement from another department or facility. Less than 2% of
interactions with customers result in opening a case, Once the issue is resolved, customars may
choose to have the final resolution communicated via phone call or email. Gases are usually
resolved within 24-48 hours.

in the unlikely event fusther escalation is needed, we will provids all necaessary contact
information alf the way to the top of our organization. WSCA-NASPO and the Stale account are
impertant to us, and we will work diligently to resolve any issues so oul parnership remaing
mutually beneficial.

3. Training

Describe in detail the Proposer’s ability to offer training that may be required to ensure
ordering entities have a thorough understanding of all ordering processes including any online
systems.

a. Webinars
b. Information and training materials that are translated into multiple languages such as
Spanish, French and Chinese.

As previously mentioned, if WSCA-NASPO and the Stale’s end-users have quesiions pertaining
to the site, Office DepotiMax offers user guides and recorded demonstrations that individuais can
accass al their convenience. User guides include infonmation such as contacts, numbers, howrs
of operation, cut-off timas, internel procedures, delivery schedules, return policy, FAQs, ele.
These reference materials are siraight forward, easy to follow, and customizable hased on
account rules and preferences at no addilional charge to WSCA-NASPO and the Stale.
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Addilionaliy, we have the ability to offer training materials in WSCA-NASPO and the State’s
requested language including Spanish, French and Chinese.

3  See attached Gfice DepotiMax MT Rollout.

4. Geographic Coverage
For those states proposed, describe Proposet’s sales and service coverage area,

Office DepotiMax has a complete national infrastructure designed to provide optimal service
and support to our cuslomers. We provide a combination of local and centralized support in
order to balance customer service needs with efficient, cost effective support models. Office
DepotjMax has 34 Customer Fulfillment Centers, 78 sales offices, and over 1,900 retail
stores across the United States.

Office Depot{Max Account Managers have an unmatched ability to streamline a cusiomer's
purchasing program. With over 1,400 highly trained Account Managers and District Sales
Managers nationwide, owr dedicated teams have the knowledge and know how to evaluate your
procurement program and implement efficiency, Green initiatives, cost savings and control,
Please see section 1 for complete listing of personnel that covers all on WSCA-NASPO.

5. Sustainability Quest
List and describe the Proposer’s programs, accomplishments and plans related to
improving the sustainability of its operations.

Office Depot{Max has an industry-leading global environmental sustainability strategy that can be
summarized in a simple statement: we strive to Buy Green, Bie Green and Selt Green. By
implementing a broad range of initiatives under this strategy, Office DepotiMax has not only
measurably improved our own environmental performance, but enabled our suppliers and
customers to do the same. For three years, 2010, 2011 and 2012, we were ranked America's
greenest large retailer in America by Newsweek Magazine. This was due to our extensive
envirenmental program and year over yeaf environmental footprint reduction. tn 2012, Office
DepotiMax was not evaluated in the Newsweek Green Rankings because we were not included
in the 1000 largest U.S. companies by Markel Capitalization.

Office DepotjMax has metrics and goals in each area of our sirategy and we have a very
customer-centric view on environmentalism. We are continually focused on helping our
customers achieve their environmental goals, a key aspect of our environmental program. A
ptirnary area of focus for us is and will continue to be is helping WSCA-NASPO and the State
understand their green spend behavior, and cost-effectively shifting to greener spend.

For more information on our environmental and social sustainabitity efforts you can view our
comorate citizenship report via the following fink: www.officedepotcitizenship.com

a. Does Proposer have a written sustainability policy?
Yes. Office DepotiMax has a written sustainability policy.
i, If yes, please attach a copy and explain how it is being implemented.

The Office DepotjiMax Environmental Policy aligns out stralegy to Buy Green, Be Green
and Sell Green, and we measure and report progress annually, We implement initiatives
that improve our environmental performance in the following ways.

To buy green, Office Depot|Max’s policy is to increasingly:
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.« Source yreener office products for resale
Buy papers from cerified “well-managed” foresis
.+ Buy greener office products for internal use

To be green, Office Depot's policy is to increasingly:

. Reduce waste and recycle materials

+  Reduce energy and greenhouse gases fram facilities
Reduce fuel and greenhcuse gases from transporiation

To seli green, Office Depot’s policy is to increasingly:

.« Deliver innovative green solutions for contract customers
«  Deliver innovative green solutions for online customers

. Dativer innovative green solutions for retail cusiomers

We also “teli green” by engaging stakeholders and reporting performance annually in a
standard environmental dashboard. This available at www.officedepot.comfenvirgnment

For more information on our environmental and social sustainability efforts you can view
our corporate citizenship report following the link: www.officedepotcitizenship.com

ii. Ifno, please describe any plans Proposer has underway to develop and implement
a sustainability policy. N/A :

b. Does Proposer have one or more designated Sustainability Managers?
Yes

If yes, please describe the scope of their roles and responsibilities.

Yalmaz Siddiqui — Senior Director, Environmental & Supplier Diversity Strategy (Global)
Shela Flstcher — Senior Manager, Environmentat Strategy (Europe)

Molly Ray — Manager, Environmentat Solutions

Roger Howell — Senior Analyst Environmental Reporting

Zulema Ledesma — Senior Analyst, Environmental Products & Reporting

c. Describe the environmental qualifications, accreditations, etc. (e.g., LEED AP) of the
Proposer’s staff,

Yatmaz Siddiqui — Senior Director, Environmental & Supplier Diversity Strategy (Global): M. Phil,
Environment & Development, University of Cambridge (1993); Founding Chair, Sustainable
Purchasing Leadership Council; Board member; £PA’s National Advisory Coungil for
Environmental Policy & Technology (NACEPT)

Shela Fletcher — Senior Manager, Environmental Steategy (Europe): Masters of Energy Policy,
Boston University

Molly Ray — Manager, Environmental Solutions: MBA, Sustainable Business, Bainbridge
Graduate institute

Zulema Ledesma — Senior Analyst, Environmental Products & Reporting: LEED Green Assotiate
d. Describe the scope and accomplishments of any specific sustainability initiatives that

the Proposer has implemented to reduce the negative environmental, health and/or
social impacts of its operations. For example, what has Proposer done to:
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atiout 370 Olympic-sized swimming poots. By 2011, our waler use dropped lo 183
million gatlons -~ a water footprint reduction of 89 pools, Additionally, we are strong
supporters of USGBC's LEED programs, many of our stores are LEED certified and
our Globat Headquariers in Boca Raton, Florida is LEED EB Gold certified.

Reduce paper consumption;

Office Depot]Max offers many paper products that contain 30% post-consumer
recycled content or higher, as well as several products that are processad chlarine
free. We also carry our own private-label brand of recycled content paper producls
that offer economical options.

Our Corporate paper poiicy includes a commitment {o set robust targets for
increasing FSC and recycled content in our papers and reporing annually on our
progress toward those targets. In 2008, Office Depot Implemented the practice into
its own operations that defauited printers to 30% post-consumer recycled content
paper and double-siding printing.

Promote “green chemistry” and reduce the amount of toxic chemicals that are
used and/or released by Proposer (particularly those that can persist in the
environment or bioaccumulate in living organisms);

Office Depot|Max promotes green chemistry by working with suppliers to phase out
potentially harmful chemicals (such as PVC or BFR) and io encourage products
certified to be made with safer chemicals that comply with credible certifications such
as EPA DIE, Greenseal, Ecol.ogo, GREENGUARD etc.

Safer chemistry is part of Office Depot|Max's overall effort to grow our greener
product assortment. Wa continually encourage our customers to purchase more
environmentally friendly products: reducing the environmental footprint from thair
own pufchasing choices. Our Green Book catalog simpiifies the green shopping
experience for our contract customers, maintain a GreenarOffice Web store that runs
regular promations on greener producls, and have the industry's leading set of
Green Solutions, aimost afl of which were developed with specific customers. We
currently offer over 13,000 environmentally friendly products.

Implement green building practices (such as LEED) in Proposer’s facilities
that are located in any of the WSCA-NASPO Participating States; and

in total, Office Depot|Max has over a million square feet of LEED certified facilities in
Narih America. Qur first LEED Centified Retail Store was opened in 2008 and was
the first in our industry. Today, we have 40 stores pursting LEED ClL. Our
headquarters in Boca Raton, Florida was centified LEED EB Gold in September 2010
and we are pursuing LEED certification at many of our Distribution canters.

Improve the sustainable sourcing and manufacturing practices of Proposer’s
supply chain.

Office DepotiMax does not manufacture products, however our environmental focus
with our suppliers has five main dimensions as outlined below:

1. For our 'most material’ product categories of ink & toner and paper we have slrict
requirements. We have an industry-leading paper purchasing poficy as referenced
in this recent press release:
gm‘{lv;gim@}::;?_,_g{ﬁggciepot.mm{psess-rga;eese!cgﬂmmte-sociat»reﬁmnsibiliivlo[ﬁc&
gf_e;;golmmlea_ses-qnaener—pagg;purchasinq~policy. Additionally, we have also

required our main remanufactured ink & toner to pursue Ecol.ogo certification,
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Reduce the amount of energy that is consumed to maintain Proposer’s operations
through energy efficiency improvements or the installation of renewable energy
technologies;

Over the last decade, Office DepotjiMax has implemented energy efficiency efforts at our
North American facilities. Throughout this procass we have saved millions of doltars in
energy cosis and lowered our carbon footprint. Each year we confinue to decrease
energy usage, energy intensity and subsequent carbon emissions. in 2003, Office
Depot]Max managed 34.4 million square feel of facilities across Morth America. By 2012
the facilities footprint had grown by 1%, but total carban footprint was down 43%. The
remarkable reduction of one of our main enviropmental impacls arose from a cufture of
innovation and willingness to pilot new ideas in our real estate and construction teams.
Our big wins were in lighting, HVAC and energy management gystems. in 2012, we were
recognized for our carbon reduction by the EPA with their Glimate Leadership Award.
Additicnally, we slso won EPA's Energy Star National Building Competition Top Retailer,
EPA's Energy Star Ceification for Superior Energy Efficiency at our Office
DepotiMaxGlobal Headquarters and EPA’s Energy Star Leader award.

Reduce and track the amount of greenhouse gas emissions that arc generated by
Proposer’s operations;

Office Depot|Max participates in formal reporting of our GHG emissions. Since 2004, we
have published an annuat Corporate Citizenship Report, reviewed by
PricewaterhouseCoopers. Each annual report follows EPA GHG protocols, as well as
the Global Reporting Initiative (GRI). Since 2007, we have participated In the Carbon
Disclosure Project and from 2007 - 2010, we participated in USA EPA’'s Smariway
Transportation Partnership Program (2008 Office Depot|Max was recognized with
Leadership in Fuel Efficiency Award). From 2007 to 2011, we ware reported fo USA EPA
Climate Leaders {program is now defunct}.

In addition, Office DepotjMax works with our customers {o establish voluntary Minimum
Qrder Value (MOV) programs to reduce the number of small orders and the number of
deliveries necessary. When multiple customers in a region support our MOV programs,
this helps us fimit deliveries and conliibutes to carbon foolprind reduction. We have
established a range of ordering tools to assist customers to maet this requirement easily
without taking more time which helps raise the compliance fevel,

Increase the usage of recycled-content products and other environmentatly
preferable goods and services when operating Proposer’s business;

Office DepotiMax recycles its paper, cardhoard, wouod paitets, plastic shrink wrap, plastic,
molal and electranics internally. We also reusa our store shelving fixture when wa close
down a store and open another; this practice has prevented thousands of tons of material
entering landfills a year. Additionally, we help our customers recycle by offering customner
recycling programs. In the last decade, we have recycled over 105 million ink and toner
cartridges and over 4,000 tons of technology.

iv. Reduce water consumption;

As an office supply distributor, we do not use a lot of water— it is not our most "material”
environmental foolprint. Howevar, as an environmental teader, we know that access
to water is a growing concern in the world, and an issue in which everyone has an
interest. As such, we've placed greater emphasis on water efficlency, conservation
and leak avoidance at our Headquarlers location, retail stores and warehouses, In
2009, we used 284 million gallons of water acioss alf facilities — the equivatent of
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2. For all office suppliers we do business with, we make aware of markeiplace
trends and actively encourage them to add environimantal attributes and eco-labels.
We have found this ‘carrot’ based approach works well with a wide range of vendors
and provides them an incentive to improve their environmental sustainabifily
performance.

3, We require our lransportation service partners are Smadway Certified.

4. Our Ariba system has built-in questions where ouf suppliers of all ‘indirect’ goods
and service vendors disclose how they operate in line with our approach {o 'buy
greener, be greener and sell greener’, Here they are asked to provide evidence of
their policies, sirategies and greener product options, and are evatuated on their
fesponses.

& At our Global Headquarters, we have achieved LEED for Existing Buildings Gold
cerlification. Suppliers of goods and services to our Headquariers must meet our
{ FED-EB purchasing policies.

Additionally, we have a series of internal green purchasing goals as well as the
following public goals:

+  Source third-parly certified green products in sach major category we sell where
thare is a credible third-party ecolabel.
. Ensure 80% of merketing papers come from certified weil-managed foresis, with

40% from FSC-certified forests.
. Ensure 80% of office products used internally is from the Office Depot|Max Green

Book.

3D  See attached Office DepotiMax Coporate Citizenship Report
6. Environmental Services

6.1, Reeycling

Describe any programs the Proposer can offer to facilitate the collection and recycling of
any products, shipping containets and/or other packaging materials associated with the
products) that it is offering under this Master Agreement, In particular, please desctibe
any programs (including details about the cost and Proposer’s expetience offering it to
other customers) that Purchasing Entities will be able access through Proposer to
facilitate the collection and/or recycling of the following items:

a. ‘Toner and ink cartridges

Office DepotiMax provides easy recycling solutions for used ink and toner cartridges. Used ink and
toner cartridges may be placed in the original box with the enclosed return fabel and picked up by
the Ofiice Depot driver or returned directly to the recycling facility.

Additionally, participating States in the U.S. can parﬁcipéte in the MyBusinessRecycles program,
whereby you recycle your empty inkitoner cartridges and small electronics and receive payment
for the value of the items.

b. Batteries (including rechargeable and single-use batteries)

Office Depot]dax will work with each state enlity to implement a battery recycling program. For

single use balterles, participating locations would need to purchase plastic recycling bins
dgesigned for dry-cell batteries and fill them with collected batterles. Once filled, the battery
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recychng bins would be closed and sent back 1o the recycling center using prepaid, pre-addressed
labels — for responsible recycling. For rechargeable halteries, Office Depot]Max would direct
participating locations to use the RBRC.org free rachargeable hattery recycling progran,

c. Fluorescent lamps

Otfice Depot|Max provides fee-based recycling boxes that will help WSCA-NASPO and the State
diverl mercury-containing bulbs from landfills. WSCA-NASPO and the State order's their box, fills
it and ships it using the included prepaid labels. {Note: boxes are designed for intact bulbs only.}
£or fluorescent lamps, a Certificate of Recycling will be returned to you for Federal and State
compliance.

d, Small electronic equipment

Office Depot|Max provides fee -based recycling boxes the help turn trash into useful raw
materials. WSCA-NASPO and the State can order your box size, fill it with acceptable tech items
and bring it to an Office DepotlMax refall store unsealed. wWe will matl it to our parinered tech
recycling facility.

e. Other types of products offered on this Master Agreement

Office Depot|Max offers a recycling program for writing instruments organized through our vendor
partners. Participating locations can sigh up (o run ‘writing brigades’ to collect used wrting
instruments that are sent back to Terracycle for "upcycling' into new items.

£ Pallets and other types of packaging for products offered on this Master Agreement.

Office DepotiMax will work with WSCA-NASPO and the State and participating states to identify
priority products for take-back programs. This includes but is not fimited to the ability to add Zero
waste boxes from an organization such as Teracycle. :

6.2. Environmentally Preferable Transportation Methods and Practices

Describe any initiatives the Proposer has in place and is offering on this Master
Agreement to utilize environmentally preferable transportation methods and practices for
delivery of its products? For example:

a. Ate any of the Proposer’s transpottation vehicles certified by the EPA SmartWay
Partnership?

Yes. Our private fleet is SmartWay certified, and we work with our customers to deliver their
products in an environmentally tesponsible manner, tsing reusable bins with customers when
possible, and on a reduced delivery schedule that mests cuslomer needs.

As detailed in the table below, the majority of Office Depol|Max’s Third Party Logistics (TPL)
providers are also EPA Smartway Cedified.

CEVA Ground US, LP Logistics Q Texas
Crowley Logistics, nc. Logistics | Jacksonwille Florida
_— - eerfiel .
Harte Hanks Logistics Logistics DB egj‘d Fiorida
Toll Globat Forwarding Logislics Carteret New Jersey
J.B. Hunt Transport, Inc. Multi-modal Lowell Arkansas
Schneider Nalional, Inc. Multi-modal | Green Bay | Wisconsin
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| Cardinal Logistics Management Gorporation Truck Carrier | Concord _|Norih Carolina
interstate Distitbutor Co. Truck Carrier |  Tacoma | Washington
UPS Small Package | Multi-modal Allanta Georgia
Hazen Transpor Truck Carrier Taylor Michigan
- -~ Osakbrook -
Matson Logistics Logistics Teira cg {Hlinois
Transplace Logistics Frisco Texas

b. Does Proposer use hybrid, electric or alternative-fuel vehicles, or bicycles to deliver
any of Proposer’s products?

Yas. Office DepotjMax uses a tocal electric bike delivery service, B-fina, for alt shipments to the
City of Porttand’s downtown offices. The number of bikes 8-ine uses for Office Depot|Max on any
given day depends on the volumne of sales on that day
and routes.

Currently, however, alternative fuel vehicles are not a
major cornponent of our transportation program. Office
DepotiMax works with third party logistics providers that
pool goods from multiple shippers and alfow the
‘transportation system’ to operate more efficiently overail.
We believe this is a more fuel-efficient way to ship
because more deliveries can be made with fewer trucks -
reducing carbon and air pollution. Nevertheless, we
remain committed to reducing our transportation carbon
footprint by pursuing innovations in delivary methods.
Office Depot|Max is testing the use of multiple lower-
emission vehicles, including compressed nalural gas
(CNG) vans, CNG tractor-trailers and electric bikes.

c. Has Proposer implemented any programs to reduce the frequency of Proposer’s
deliveries?

Yes. Office Depot|Max works with our custemers to establish voluntary Mininum Order Value
(MOV) programs to reduce the number of small orders and the number of deliveries necessary.
When mulliple customers in a region support our MOV programs, this helps us limit deliveries and
contributes to carbon footprint reduction. We have established a range of ordering tools to assist
customers to meet this requiremant easily.

d. Has Proposer implemented any program to reduce the use of shipments via air travel?

Office Depot|Max uses private fleet where it makes the most sense to deliver WSCA-NASPO and
the State's products, therefore, eliminating air lravel as much as possible. Though we know Lhat
third-party carriers such as UPS, FedEx and USPS use air fravel when necessary, the distance of
our 38 Gustamer Fulfillment Centers allows us to minimize air ravel when possible.

e. Docs Proposer have any other environmentaily preferable transportation methods or
practices?

WSCA-NASPO and the State of Qregon was OfficeMax’s pilot customer in 2005 for the retumable
tote program that reduces waste by shipping supplies in a returnable container.

in 2011, Office Depot launched our new GreenerOftice™ Delivery Setvice available to our

business customers. We are the first in our industry to offer delivery of office suppliss in a
recycled and recyclable bag, instead of a box,
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Over the years, Office Depot has used millions of cardboard boxes and plastic air pillows for
delivering our products. A significantly greater amount of wood is used in the production of
corrugated boxes than what is used in the production of paper bags. When orders are
delivered in bags, we reduce the number of boxes used for deliveries and also efiminate the
use of air piliows. The bags contain 40% post-consumer recycled content and the reusable
plastic tote that protects the bags during transportalion contain 60% post-consumer recycled
plastic.

By using paper bags instead of boxes:

1. Detliveries are more convenient {c open;

2. Recycling packaging materials is simple;

3. Cardboard wasle is reduced and air-pillows are aliminated

4. Trash haulage / disposal costs are reduced for customers who can’t easily recycle
cardboard

Oifice DepotiMax estimates that shipping supplies in bags instead of boxes saves 20,000 trees
annually.

Include information about the Proposer’s experience providing environmentally
preferable transportation methods and practices for another customer? Please include a
reference of a jurisdiction or organization to which Proposer has provided this service if it
has one.

As described earlier, Office DepotjMax’s bicycle delivery in Poriland is through a company called -
B-Line. We have been successful delivering to the downtown core which includes custamers
such as: City of Portfand, Portiand State University, and Portland Timbers. We communicate
regularly with the owner and staff of B-Line to ensure customer satisfaction and feedback.
Contact information for B-Line is below:

7. Emerging Small Business (ESB), Minority Business Enterprise (MBE) And
Women Business Enterprise (WBE)
The State of Oregon and other WSCA-NASPO entities that create a Participating
Addendum desire to purchase products and services from ESB/MBE/WBE-tegistered or -
certified businesses. For those firms to qualify as an ESB/MBE/WBE-supplier, the listed
companies must be registered or certified with cither the government or a recognized
certifying entity and provide a certification type and number. Registered
ESB/MBE/WBE companies must be opetating from a legitimate commercial site, carry
all applicable insurance policies, required business licenses, and have operated
continuously for at least two yeats. (The Contract Manager upon its discretion will
conduct periodic site inspections of any registered ESB/MBE/WBE participants.

7.1 Describe how the Proposer will provide opportunities for registered ESB/MBE/WBE
companies. At a minimum, the following must be addressed: :

a. Describe in detail how the Proposer will work with registered ESB/MBE/WBE
companies to acquire products for this Master Agreement.

123




EXECUTION COPY

Office DepotiMax is comrilted to strengthening the diverse business community economicatly
which contributes to the overall economic growth and expansion in our markets. We realize
incorporating diverse and inclusive practices into our business is crucial to the success of our
cornpany. Therefore, Office DepotjMax is commilied to inlegrating certified diverse businesses
into our supply chain in order to execute corporate strategy.

It is our corporate policy lo offer diverse businesses an opportunity to compete on an equal basis
with all other bidders, In addition, Office Depol|Max provides mentoring to diverse vendors in the
developing and strengthening of our business partnerships,

FFor the purposes of our cornpany policy, a certified diverse business is defined as a US businass
enterpsise that is at [east fifty-one percent owned, managad and controfled by members of an
athnic minority group (Astan-American, African-Amarican, Hispanic-American, Native American)
or women: and has obtained certification from the Nationat Minority Business Development
Councit (NMSDC) and/or the Women's Business Enterprise National Council (WBENC).

b. Describe in detail how the Proposer will track all purchases of products and services
offered by ESB/MBE/WBE-registered businesses, including ordering, delivery, and
invoicing.

Office DepotiMax can provide WSCA-NASPO and ihe State with Diversity Usage Reports,
These repofts are available on a monthly, quarterly, or annual basis. They provide breakdowns
by dollars and percentages for both the current time period and year-to-date. The Diversity

“Usage Raports are detailed at the item level and summarized by the following categories for ali
suppliers:

Non-Minority Suppliers

Minorily Business Enterprise (MBE)
Woman Business Enterprise (WBE)
Veteran Business Enterprise (VBE)
Disabled Owned For-Profit)
Physically Challenged (Not For-Profit)
8(A) Designation

HUB Zone Certiied

Small Business

Small Disadvantaged Business (SDB)

P L T )

>>> See altached Office DepolfMax Sample Diversily Usage Reports.

¢. Provide a list of products and services available to be putchased from
ESB/MBE/WBE-registered or -certified companies under the proposed Master
Agreement,

The following is a list of all MBEAMWBE-certified products offered by Office Depol\Max:

Abisco {MBE) Omar Medical Supplies (MBE)
Ring Binders First Aid Kits

Multipurpose Gloves
AccuBANKER (WBE) Piit Plastics {MBE)
Counterfeit Deleclors Can Liners
Alliance Rubber Company (WBE) Pointe {MWBE)
Rubber Bands Mechanical Pencils

Pencii Grips
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Aspire Coffee Works (AbllityOne™)
Coffee

Baumgartens (WBE)
Clipboatds
Fingerprint ink Pads

Chicago Lighthouse Industries {AbilityOne)
Clocks

W (MBE)
Toner Cartridges
Ramanufactured Toner Cartridges

Hess Advansed Technotogy {(MBE)
[y Erase Board Cleaner
Screen/lens Cleaners

iKaily Computer Supply Company {MBE)
Copyholders

Footrests

Kevyboard Platforms & Trays

Mouse Pads

Wrist Rests

Master Mamdacturing/

Master Cagter (WBE)
Caslers

Cleaning Gioves

Door Slops

Furniture Cleanars
Lumbar Support

EXECUTION COPY

Pencil Sharpeners

Simon by SJ Paper (MWBE)
Filing Labels

Inctex Dividers

Mailing Labels

Storage Boxes

SJ Paper (MWBE)
Classification Folders
End-Tab Folders
Expanding Folios
Expanding Wallets
File Folders

File Jackets

File Pockels

Folders with Fasteners
Index Cards

SKM Industries {MBE)
Correction Fluid
Correction Pens
Correction Tape

Smead (WBE)
Classification FoldersfFollos
Expanding Files

Expanding Wallets

File Folders

File Pockets

Hanging Folders/Pockels
Labeling Systems

Paly Folders

South Coast Paper {MBE)
Business Envelopas

Clasp Envelopes

Krait Envelopes

{ sgal Pads/Recycled Legal Pads
Multipurpose Paper

Stride (WBE)

Ballpoint Pens

Binders

Counterfelt Detection Markers
Geal Ink Pens

Highlighters

Index Dividers

Rollerball Pens

Sheet Protectors

Tribeca (MBE})
Camera Memaiy Cards
Flash Drives
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SealiBack Cushions

OfficematefOIC (MBE)
Bookends

Business Card Holders
Clipboard Cases

Desk Accessories
Paper Clips

Scissors
Staplars/Staples
Tetephone Stands
WaliVerlical Files

d. Describe how the Proposer will make its best efforts to increase the number of
products and services acquired from registered or certified ESB/MBE/WBE
businesses that will be available to Purchasing Entities under the Master Agreement.

Office DepotiMax is firmly committed to increasing economic development opportunities for firms
owned and operated by minorilies, women, service-disabled veterans, gayfiesbian/bi-
sexualitransgendsr persons, and firms employing persons who ara developmentally or physically
challenged. These fims are collactively refarred to as diverse suppliers.

As part of our comrmitment, we develop and implement new and innovalive strategies that foster and
promote value-added business paitnerships for internat consumption, Tier 1 soiutions for our
customers. and Tier 2 resale for MWBE firms. Our leadership, commitment, Innovation, growth, and
success serve as testimony to the spirit and continuous quality stewardship we have over this
program:

I Office DepoliMax implemented a corporate supplier diversity policy without any government, competitive, or
customer mandates over 30 years age. Qur continuing active commitrent is exemplified in our various agdvocacy
group memberships. Office DepoliMax is a founding member of the National Minority Supplier Development
Council, and subsequently became 4 national member of the Women Business Development Councii and the
National Hispanic Chamber of Commarce.

Our coiporale policy is to simulate the economic growih of the diverse business sector by pursuing purchase
opporiunities from diverse business enterprises that bring & value-added proposition. We support requests from
divarse business enterprises for technical assistance in areas that are essential to business development and
growth, Office Depot|Max has also developed a working relationship lo distribute products produced by the National
indusides for the Blind and Natlona! Industries for the Seversly Handicapped.

In 1992, we developed an innovative resale program through which we puschased office product invantory
manufactured by MWBES and marketed it for resale to our extensive customer base. We originally called this our
*Opporlunity Office Products Prograny”. Since then we have changed the thrust of the program and integrated it into
our overall Supplier Diversity Program. Our Supplier Diversily Program has bacome a modet for our indusiry and
others.

As evidence of our growlng Supplier Diversity Program, our full-Tine calaleg for 2014 contains 308 MWBE/PC
progucts from 15 Diversity suppliers. Each product is aestheticaily displayed and convenlently indexed. In 2013,
wa worked with 400 diverse companies, including 90 MBEs, 138 WBEs, 22 MWBES, and 75 SDVs/PCs, with a total
purchase volume of $190 million. Ovarall, our success is truly measured by our customers’ response: channeling
rore of their purchase doflars foward diverse suppliers.

e. Describe any other products or services the Proposer can offer on this Master
Agreement that supports ESB/MBE/WBE suppliers.
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All Office Depotiiax diverse products and services are detailed in question 7.1.¢ above,

8. Environmentally Preferable Packaging
Describe how the Proposer will:

a. Reduce the amount of packaging associated with the delivery of its Office Supplies
and Equipment while maintaining product integrity;

b. Use packaging (such as corrugated cardboard) that is easily recyclable in the
recycling programs that are currently in place for each WSCA-NASPO Participating
entity that creates a Participating Addendum;

¢. Use packaging that is refillable or returnable to the Proposer or original product
manufacturer at no cost to the end-user;

d. Use packaging that certified by a third party such as the Biodegradable Products
Institute (BPI) to be acceptable in commercial composting facilities; and

e. Deliver products in packaging that is comprised of recycled-content or third party-
certified environmentally preferable materials such as paper that is cettified by the
Forest Stewardship Council (FSC).

Office DepotjMax has changed the way we do business to create a more environmenially
sustainable delivery process. By utilizing reusable tote containers, along with recycled paper
bags, we have dramatically reduced the amount of cardboard packaging customers receive from
us on everyday defiveries. The GreenarOffice ™ Delivery Service offers:

+  Bags stapled closed to secure; liquid or chemical products are shipped in plastic zip-lock
bags in case of accidental spillage

Bags contain 40% recycled material

Bags can be re-used afterward for other purposes

Bags are rated up 1o 25 [bs, and are packed up 10 around 17 1bs

Each bag'contains a packing shp

Only the bags are delivered, the toles are taken back to the truck so nothing is left onsite

& * » v B

The henefits of this program include:

+  Lifecycle environmental impact reduction through less wood, energy, greenhouse gases,

waslewater and solid waste

. Elimination of plastic air bubble packaging material and more than 4,000,000 cardboard
carlons from the waste stream in the USA

+  Large orders are be divided into several bags and totes depending on size plus more
accomnadating for small orders

Include information about the Proposer’s experience providing environmentally
preferable packaging materials or reducing packaging for another customer. Please
include a reference of a jurisdiction or organization to which the Proposer has provided
this service if it has one.

Office Depot|Max is proud of our parinership with the Cly of Porttand. One of our greenest
cusiornars, the City utilizes our lole program and receives daliveries via bicycle. The Gily's contact
is:
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9. Return Policy
Describe in detail how Proposer handles returns and describe the return policy.

At Office Depot|Max, you may return any item found in thie Office Depot|Max catalogs for a full
credit within 30 days from the date of purchase with packing fisl. With the exception of damaged
or defective items, products must be returned in resalable condition and in the original
manufacturer's packaging where applicable. There are no restocking or freight charges for
stockad items.

To process a return, end-users can cail Otfice DepatjMax Customer Service, or fill cut the return
request fonn on our website, in order to receive an Authorization to Return (ATR) number. The
product will then be picked up on the next scheduled delivery day by an Office Depot|Max driver,
FedEx, UPS or common carrier.

We will always revlew the request for a return if past 30 days to see if we can process il for any
participating entity. WSCA-NASPO and the State can attest that we accommodate these ragquests
{o the best of our abilities,

2 See attached Office DepotiMax Relum Policy.

10.  Contract Management

Describe the Proposer’s strategy for contract management, including the roles and
responsibilities as they relate to participating states for each of the proposed account
teams that will handle contract management issues.

Office DepotjiMax Account Managers have an unmatched ability to streamline a customer's
purchasing program. With ever 1,500 highly trained Aceount Managers and District Sales
Managers nationwige, our dedicated teams have the knowledge and know how to evaluate your
procurement program and implement efficiency, cost savings and control.

Office Depot|Max Account Managers provide the personal aftention you deserve and requie.
Their main responsibility is geared towasd building client retalionships by being your dedicated
resource and trusted advisos. Account Managers implement and maintain a strategic purchasing
program that accomplishes category consolidation expense managament, and most importantly,
fowers your overall procurement costs. You can count on every one of our Account Managers to!

Understand your office supply, paper, print, furnitura, facility, and technology product needs.
Respond promptly to your questions and inguiries.

Coordinate and conducl on-site requisitioner training,

Offer recormmendations of lower-cost alternate products.

Analyze usage to ensure that the highest use items receive the deepest discounts.

Present conlinuous process improvement opportunities.

«  Pursue streamline opportunities where they exist to meet WSCA-NASPO and the Stale’s
goals and objeclives.

* 3 =+ v e

All Office DepotiMax Account Managers have laptaps and smart phones, giving them greater
availability and real-time access to product and customer information. With the latest tools in
technology, Office Depoi|Max field exacutives have the authority to make decisions and resolve
any issues. As a result, our customers receive timely information and a higher level of service.

11.  Vendor Marketing — Implementation Plan and Transition
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a. Describe the Proposer’s ability to promote the products and services offered on the
awarded Master Agreement at trade shows, seminats and other similar events to
Purchasing Entities,

Office DepotiMax can conduct preduct fairs for WSCA-NASPO and the State, We often refer to
our suppliers’ expertise about their products and utilize their assistance in pulling together the
programs. Product fairs may include, but are not fimited to:

+  Green Products Fair

«  Ergonomic Products Fair
«  Catendar Fair

+  New Products Fair

In addition, Office DepoiiMax account executives wil periodicaily mest with your organization to
review new products and suggest alternale iowar cost products. They can provide samples for
{esting and arrange meelings with manufaclurer experts, as well as visits to manufacturer plants.
This review pracess offers yous purchasing professionals the chance to evaluate products before
purchasing them.

b. Describe the Proposer’s capabilities to develop and/or implement a marketing plan
that minimally inctudes: Announcement of the award in collaboration with WSCA-
NASPO and ongoing marketing of the Master Agreement and within the awarded
service area.

Office Depot|Max can create customized rolf out materials for each State location. Thase
instructional packets will contain helpful information end-users might need in their day to day
interactions with Office DepotjMax. Typical rolt out packets include the following and can be
accessed via a hyperlink that is customized for each State’s needs:

Qrdering phone and fax numbers
Website set up process

Account Manager Contact information
Hours of operalion

Company account number

«  Order cut-off timas

+  Delivery schedules and conumilments
Return procedures

. o+ =

Office DepotfMax can also work with WSCA-NASPO and the State to develop a comimunication
plan to increase contract compliance among your end-users. Communication options can include
personal phone contact, emails, customized brochures, or web banners. Office Depot|Max
Marketing Teams can pariner with WSGCA-NASPO and the State to preduce educational or
promotional materials that can be used {o effectively communicate your initiatives.

12. Community Rehabilitation Program (CRP)/Qualified Rehabilitative Facilities
(QRF) ’ :

Describe how the Proposer will support the use of products and/or services sourced from
the CRP or QRF programs.

Whenever possible, Office DepotiMax will engage CRP and QRF suppliers and producis into our
office supply assortment 1o support the contract. We will work with each State and the associated
agency or depariment on their cerified CRE and QRF entities to best integrate them into the
agreement. This is a process Office Depot|Max currently conducts this review with WSCA-
NASPO and the State's Governor's Office and the DCBS agency. We welcome the opportunily to
discuss this further with al entilies upon confract award.

129




EXECUTION COPY

13.  Retail Store Purchases (Al Proposers)

Describe the availability of contracted items through the Proposer’s retail stores. Please
provide a list of retail locations in each of the WSCA-NASPO participating states.
Provide a narrative that explains how Purchasing Entities will be able to make purchases
at the Proposer’s retail stores, make payment for those items, and have those items
included in the reporting described in Section 3.3.5.11.

The Office Depot]Max Retail Connect® program provides our contract customers with the
convenience of shopping at any of our nationwide retail stores. Whather it's the weekend, after
hours, or you just need something immediately, Office DepotjMay has an efficient solution for
your business.

WSCA NASPO and the State's end-users will see thelr negotiated contracl price right at the
register at checkout time. This is very useful when someone isi'i sure which item might be one
of your value items — just bring the products to the cashier and see which item reflects your

nreferred pricing.

In order to do this, the retail cashier and system need to identify the customer and match them o
their valid SKUs and negotiated contract pricing. This identification enabler is an 18-digit barcode
number. Office DepotiMax will provide State end-users with a plastic card or fabels displaying the
barcode identifier. Cards can be assigned al the organization level, organization
location/department tevel, or individual lavel, and can be placed on the back of a corporate
procurement card or favorite credit card. We can then bill your in-store purchases through your
standard contract invoicing, or you can pay for your purchases in-stare.

Additionally, our system uses best price logic, meaning users wilt only he charged the lowest
available cost at the point of order, whether that is contract or sale pricing.

Office DepotjMax can also provide WSCA-NASPO and the Siate with Usage Reporting for the
purchases made in our retail stores. Whenever a Retail Connect card is used in our stores, the
purchase will be tracked for repodting purposes. The reports can be generated for your
organization as a whote, or they can be broken down (o match the retail card identifier leve! you
have selected — department/cost center or individual. These reporls will Include alf Retail
Connect purchases, including SKU-level deteil for all contract ilems.

3  See attached Office Depolitdax Retail Store Listings.

a. Describe the Proposet’s customet service, including hours of operation, emergency
protocol, ete. In addition, describe any extra benefits Purchasing Entities could
receive, such as a dedicated customer service representative for the Master
Agreement. Proposers will be required to provide a Toll-free telephone number for
their retail store.

As noted earlier, Office Depot{Max employs approximately 1,000 Customer Advocates with the
skills, knowiedge and expertise to proactively service a broad range of Office DepotjMax
customers., Oue visian is 1o offer world-class service, consistently lower our cost of operation, and
add value to the relationships with our customers.

Our Customer Sarvice Support Centers can be reached at 877.969.6623 and operate from 6:00
am to 9:00 pm (CST) Monday through Friday. Office Dapot|Max associates are availabie for web
collaboration from 7:00 am to 7:00 pm (CST).

Onboarding and transitioning customers can call 888.777.4044, This nationwide toll-free
number rottes to our Customer Service Center thal operates from 7:00 am to 8:00 pm (EST).
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H WSCA-NASPO and the State have unique business rules and needs regarding customer
service inquiries, we would work with you lo determine the typs of service your account
requires. In some cases, a dedicated team may be assigned to handle the accounts of large,
high-profile, complex customers. All Customer Advocates have immediate accass (o detailed
notes about every customer, which assists them in servicing each account efficiently. This
means that regardless of the size of the account, all customers receive the same level of

axceptional sevice.

WSCA-NASPO and the Slate can call 800.283.7674 for any questions regarding our retail stores.
We do nol pravide individual tol-free telephone numbers for each store location.

b. Each State has many different payment methods, i.e. Electronic funds Transfer (ETF),
Voucher, Credit Card, What methods of payment does Proposer accept?

1. Purchase Orders: X
2. Credit Cards
Visa: _X
Master Card: __X
Other (list): X (Discover, American Express)
3.EFT: _X
4. Voucher:
5. Other:

The payment process for in-store purchases depends upon whether WSCA-NASPO and the
State use billable or hon-billabie Retail Connect cards. With billable cards, WSCA-NASPO and
the State’s store purchases are billed through your standard invoicing process. The invoice will
note that these purchases were made in-store. For non-billable cards, all purchases will nesd to
be paid for at checkout through any accepted method, i.e. credit card or cash.

c. Ifa Purchasing Entity wants to purchase on terms, within how many days can they
expect their account to be set up?

Depending on how much customization needs lo be done {assigning accounts, ship-to locations,
cost centers, rostrictions, etc.) this ranges from 3--10 minutes once all of the information is
received. We strive for a 24-hour tun arcund for a new user setup. If it is a new company sefup
on our website, then we strive to complete the implementation within 30 days as this requires
discussion and verification of customer business rules.

d. Within how many business days can customers expect their products to be delivered?
As noted previously, Office Depotjiax's standard lead-time is next business day delivery.

e. Describe how the Proposer will ensure the accuracy of its:
i. Accounting (ensuring that orders and payments will be applied to the correct

account)

ii. Billing invoices

iii. Supporting documentation

iv. Usage reports

v. Purchasing Entity Purchase Orders

vi. Master Agreement Pricing (For example, how will the Proposer ensure that all
Purchasing Entities will get agreed-upon Master Agrecment Pricing?)
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Office DepotiMax has the infrastructure in place to ensure total data integrity from order entry
through billing. Order records, regardless of their order source, use a commaon item and contrac!
file. Pricing is aitached to the order record and passed through the fulfiliment cycle toa
centralized billing process. This process allows us achieve over 99% billing accuracy.

There are a few factors that could cause an invoice o be incorrect or to not match the original
purchase order.

«  The order is entered incorrectiy. If an order is not entered correctly, the incorrect product
will need to be returned and a credit wilt be issued.

+  Contract prices were recently changed. If your organization uses a static catafog lo issue
purchase orders, the catalog prices need to be updated when changes are made to your
contract pricing.

+  The Office DepotjMax contract price file is incorrect. In rare cases, Office DepotjMax
could have a different price entered in our contract pricing database than the agreed upen
amount, and we will rectify this issue to ensure all future orders are billed correctly.

Office DepotjMax does not typically factor orders that are entered incorrectly and bills that do not
match the puschase order due to ouldated catalogs into invoicing accuracy rates. |f tha Office
DepotfMax contract price file is incorrect and we bill WSCA-NASPO and the State the wrang
amount, we wilt immediately begin the process to issue a credit for the difference betwesn the
invoiced price and the correct price——credits will usually be applied within 24-48 hours.

£, Explain the Proposer’s capabilities to create customized shopping lists for end-users,
including blocking items, adding proprietary items, etc.

Office DepotjMax offers a variety of catalog options designed to help you achigve your
procurement goals. Throughout our central catalog database, each SKU has only one product
coda number. From this saurce we are able to produce customer-specific item files, electronic
catalogs, and custom catalog content. We have worked with thousands of customers to develop
flexible pragrams using either a single type of catalog or a combination of catalogs, o help
maximize their cost savings.

g. Describe the Proposer’s escalation procedures for back-orders, retired products, and
other otder problems. Include a description of how Purchasing Entity is notified of
the delays for Off-Line Ordering Process.

Office DepotiMax strives for national consistency in everything we do. We firmly believe that by
feveraging our size and sirength as a global company, we are able to provide ous customers with
competitive pricing and world-class service. One of the key areas of importance o our cusiomers
is maintaining high service levels across the country on the products they are ordering. This
means the reduction of backorders.

Our primary goal is to reduce the occurrence of backorders. We manage our warehouses well,
which means stocking what our customers use. Qur current overall service level is 98%. Thisis
due to our extensive efforis to reduce the number of open orders.

In the event that Office Depot|Max is temporarily out of stock on an item, we first notify our
customers in one of the following ways:

« A backordered item will be ahnotated on a FaxBack or email order confirmation,

+ A backordered item will be annotated on the packing list that the end-user receives with the
order. The packing list will automatically provide a systemically generated due date {this due
date is based on average vendor lead time}.

+  Ourinternet ordering system provides in-stock/ackorder status.

. in addition, customers phoning in orders witl be notified of a backorder al the time of order
placement.
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We then work to it backorders. The first step is tetting the system logic try to fill the item. Our
computer lakes all the backordered lines, and tries to fill them using our major wholesalers,
United Stationers and S.P. Richards. If the system is unabie to fil a line, it prints # on a daily
report for purchasing. Each local purchasing group takes the report every day and sources
backerdered ems. If an iter is discontinued, or unavaiiable, the customer is called and given a
choice of canceling the order, or specifying an alternate. The customer is also called if an item
has an unusual lead-time.

The order is then placed to ship from the nearest, quickest source. At each step in the above
process, more and mors orders get filled, so by the time we issue purchase order numbers fof
backorders, we are usually dealing with less than 2% of our total lines.

State end-users will receive an acknowledgement of all pertinent information concerning the order
just placed, including out-of-stock conditions and backorders. E-mail or fax acknowledgements
are sent once the order has baen committed. State end-users can request an acknowledgement
at the time of order placement or it can be hard coded on their account 1o raeceive one with every
order. Acknowledgements may also be sent for Credits, Debits, and Quotes.

14.  Catalog

Describe Proposer’s ability to provide a tailored catalog to meet the needs of different
Participating Entities. For example, can the Proposer delete items or whole categories
from its product offering at the request of individual states o other entities that sign a
Participating Addendum?

Providing a robust, accurate, and effective digital assorment of products has become very
important to our customers, and Office DepotjMax has developed sophisticated tools and
databases to do just that. Consequently, we have the ability to glectronically provide rich catalog
content and wa recognize content management as a key digital initiative going forward, especialiy
as our SKU couni continues to increase each year.

Within aur electronic ordering system, Office Depot|Max can load customer ¢ore lists and pricing.
Core list iters are flagged with a contracl icon so users can quickly identify your preferred ilems.
In addition, users can sort searches by coniract iterms and we will work with you to generale a
comprehensive solution to drive end-users towards compliance.

Office DepotjMeax works hard to empower our customers {o make smart purchasing decisions,
and that means building and maintaining a flexible digilal catatog that is easy to use, while
complying with your organization's business rules and objectives.

15.  Sourcing and Labeling of Green Products
1t is desirable for Proposers to offer a wide range of products with verified sustainability

attributes.
15.1. Describe how Proposer identifies and verifies the environmental claims and other

sustainability atiributes of the products in Proposer’s offering.

a. Does Proposer have a minimum threshold or established criteria for the products that
Proposer consider to be “green” in Proposer’s offering?

Yes. As detailed in the question below, Office DepotiMax has exiensive criteria established that
detetmines not only if 2 product is green but what "Shade of Green” it is depending on
environmental attributes and eco-labels, This is reviewed and adjusted periodicaily by the
Environmental Strategy leam.
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Office Depot GreenerOffice Rating “Shades of Green"
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b. How does Proposets verify the environmental and other sustainability claims of the
products in Proposer’s offering?

When a vendor is raking an environmental claim on a product, Office DepotiMax validates the
claim by requiting the customer provide 3 party verlfication in the form of copy of the certificate,
test report, or link to the 3 party ecolabelicertifier where the product is listed. In the absence of a
3" party verification, we request the vendor to fillout a 2 party Cerlification Lefter stating that
the claims they make are accurate and frue.
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Examples of Ways to Validate a Claim

—— M oy § [npet o L

Vandor Affidavit
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Certificate aved by
» 2eolaba]

wironmental, health or other sustainability

certifications and standards that Proposer

uses to verify the sustainability claims of the products Proposer offers.

Office DiepotiMax has an extensive list of all sco-labels and standards we use to verify
environmental claims:

Standards

e & = & 8 @ & % = ® & ® & ® ©°

ASTM DB866

ASTM D4236

ASTHM D8400

ASTM DBEES

CARB Compliant
Cedar Grove Approved
DIN £N 13432:2000-12
18014001 Certified Factory
NSFIANSE 140
NSF/ANST 332
NSF/ANSI 336
NSF/ANSE 342

REACH Compliant
RoHS Compliard
WEEE Compliant

Most Common Eco-labels

*x m & & # W = &

BIFMA level 1

BIFMA level 2

BIFMA level 3

BP! Compostable

AP Nontoxic

ECOLOGO

ENERGY STAR

EPA Design for the Environment
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EPEAT Bronze

EFEAT Silver

EPEAT Gold

Fores! Stewardship Council (FSC) - Mixed
Forest Stewardship Council (FSC) - Pure
Forest Stewardship Council (F3C) - Recycled
Green Seal

Green-e

GREENGUARD

GREENGUARD Gold

PEFC

SCS Indoor Advantage

SCS Indoor Advantage Gold

SFE Certified Sourcing

SFl Chain of Custody

USDA Caertified Biobaged

USDA Organic

5 & & 4 & * 3 4 = w w B w0

Other Recognized Eco-labels

80+

80+ Bronze

80+ Silver

80+ Gold

80+ Platinum

80+ Titanium

ABNT Associacac Brasileira de Nonnas Tecnicas
American Tree Farm System (ATFS)
Blue Angel (Germany)

Canadian Standards Association 2809 SFM
Carbon Trust

Carbon Trust Carbon Reduction Label
Carbonfree

CarbonNeutral

CertiPUR

China Environmental Labslling

China Environmentally Friendly Certification
Cradle o Cradle Basic

Cradie to Cradle Bronze

Cradie to Cradle Silver

Cradle to Cradle Goid

Cradle to Cradle Platinum

CRI Green Labe!

CR! Green Label+

Demeter Certified Biodynamic

DIN Certco Compaostable

FCMA-370 - The Eco Declaration

Eco Mark (Japan)

Eco-Certified Composite (ECC)
Ecolabelling Program in Ukraine
Eco-Leal (Japan)

EcoMark India

EcoMiark Japan

£kolabel indonesia

Ekologicky setrny vyrobek (Czech)
ENERGY STAR Most Efficient
Environmental Choice {Czesh Republic)
Environmental Cholce New Zeatand
Environmentally Friendly Label: Croatia

s 8 3 + 4 & 3 W A @ & 3 & + & &+ & #& & & 4 T W & w w & w @ & & & ¢ s & ¥ w3
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eStewards

EU Feolabel (EU Flower)

Global Organic Textile Standard (GOTS)
Good Environmenial Choice Australia

Good Environmental Cholce- Bra Mijoval (Sweden)
Green Choice Philippines

Green Good Housekeeping

Green Label {{srael)

Green Label Scheme {Hong Kong)

Green Mark (Chinese Taipei)

GreenCircle

Hong Kong Eco-Labelling

Korea Ecolabel

Leaping Bunny

Marine Stewardship Council {(MSC)

MAS Certified Green

Mifieukeur {Hotliand)

Non-GMO Project

Nordic Swan

NSF Sustainabliity Certified Product

PMA '

Processad Chiorine Free Ceriified (PCF)
Rainforest Alliance

SCS Biodegradable

SCS Environmentally Preferable Product
SCS Recycled Content

SCS Recycling Program

Singapore Green Label Scheme

SIRIM Eco-Labeliing Scheme (Malaysia)
Sustainable Materials Rating Technology or SMaRT
TCO'01

TCO'03

TCO 04

TCO 05

TCO 06

TCO'07

10092

TCO'95

TCO 89

Thai Green Labet {Thailand)

Totally Chiorine Free Cestifisd (YCF)

UL Claim Validation - Bio-Based Material
UL Claim Validation - Formaldehyde Free
UL Claim Validation - Landfill Waste Diversion
UL Claim Vatidation - Mold Resistance

UL Claim Validation - Rapidly Renewable Materials
UL Claim Validation - Reclamation Program
UL Claim Validation - Recycled Content

UL Claim Validation - Regional Matetlals
UL Claitn Validation - ReHS

UL Claim Validation - VOC Content

UL Claim Validation - VOO Emissions

UL Environmental Product Declaration

UL Multi-atiribute Sustainability Cerlification
UTZ Certified

Vincolte OK bisdegradable SOIL

Vincolte OK hiodegradable WATER

EXECUTION COPY
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+ Vincotte OK compost

«  Vincolte OK compost HOME
+ Vitality Leaf (Russia)

+ WaterSense

«  Windmade

d. How do you verify the recycled content of your products (including both fota! and post
consumer recycled content)?

When a vendor is making a recycled content claim on a product, Office DepotiMax validates the
claim by requiring the customer provide 3 party verification in the form of a copy of the
certificate. in the absence of a 3" party verification, we require that the vendor fill out a 2t party
Certification Letter atong with the detailed claim stating totat and posiconsumer recycled content
percentages.

15.2. Describe how Proposer labels the products and services in Proposer’s offering that
have environmental, health or other sustainability benefits? Specifically:

a. Describe and explain how Proposer’s on-line system will identify products that have
been awarded third party environmental certifications, that have recycled content, or
that have other environmental attributes that are consistent with this RFP’s
specifications.

All environmental cerifications are captured in a Green Attribute Database {GAD) which includes
infarmation aboul the environmenlal atiributes, eco-labels, standards, recycled content
percentages, and Shade of Green (asslgned by Office Depot). The information kept and
maintained in this GAD is used to feed to our Marketing Vehicles (i.e on-line system, catalogs,
packaging, efc). The infarmation is then displayed in our website SKU page as illustrated below in

b.

b. Please list any third-party certifications or other environmental standards (such as
EPA’s Comprehensive Procurement Guidelines for recycled content) that Proposer
includes in its product descriptions of the green products that Proposer offers.
Proposers are encouraged to include screen shots demonstrating how Proposer label

its green producis.

For current customers using officemaxworkplace.com, Office DepotjMax has created an easy-to-
use environmentally praferable products {EPP} index in our caetalfog. 1n addition to marking every
£PP in our catalog with the “a-vine” logo, we identify what attribute is considered environmentally

preferable.

Listed below are produst designations we make throughout our catatog:

Environmentally Preferable Product Icon

Highlights environmentally preferable products. “Environmentally Preferable” means products or
services with at least one attribute that the supplier has determined to have a lesser or reduced effect on
human health and the environment when compared with compeling products or services that serve the
same purpose. This comparison may consider raw material acquisition, production, manufacturing,
packaging, distribution, reuse, operation, maintenance, of disposat of the product or service.

Recycled icon
Denotes products with post-consumet content. The number provided next to this icon indicates the

percentage of post-consumer content.
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Energy Star lcon
indicates Energy Star-qualified products. Energy Star is an EPA program with energy efficient

requirements for products and services.

CPG {Comprehiensive Procurement Guidelines) icon
indicates products that mest or exceed the EPA's guidelines for recycled-content office products.

FSC Chain of Custody Certifled Icon
indicates paper suppoding responsible forest management and independently verified to £5C

standards; this product is a certified proguct.

Sustainable Forestry Initiative icon
indicates that the paper mill producing this product has SF1 Certified Sourcing certification, but the

product is not a certified product.

Sustainable Forestry Initiative Chain of Custody Certified lcon
Indicates that the paper is manufactured in a paper mill that has systems for the production of SFi Chain
of Custody Certified product; this praduct is a cerified product.

For onboarding and transitioning customers, business.officedepol.com identifiss the
environmenial certifications for a product as well as the amount of tolal and post-consumer
recycied content, and/or other environmental atiributes of the product, These are described in
both the Description and Product Detail tabs on the SKU page.
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2. Does Proposer work its supply chain to find replacements for products that contain
mereury, lead, PVC, bis-Phenol A, formaldehyde or other chemicals of concern?

Oftfice DepotjMax works with suppliess to inform them of green product trends and request
reduction or chemicals of concern and pursuit or products with reduced harsh chemicals.

15.3, What does Proposer eliminate products from its offering that contain chemicals or
materials of concern. For example:

b. Does Proposer label products that contain chemicals that are known to cause cancer,
birth defects or other reproductive harm in order to warn end-users?

Office DepotiMax strives to prevent such chemicals in our products whenever possible. Where
that is impracticable, we tabel the private brand products as reguired.
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¢. Does Proposer link to the MSDS of products in Proposer’s offering?
Yes., MSDS sheets are available on our websile,

d. Does Proposer suggest more environmentally preferable products to its customers
when they attempt to purchase products that contain chemicals or materials of
concern? If yes, please explain how.

Yes. For new onboarding customers, at WSCA-NASPO and the State’s request, Ofiice
DepoliMax can activate our Green Select Cart feature on our website. Once the Green Select

Cart is activated, the snd user will see allernative items pop up as suggestions when a buyer is
shopping on our website. They can then decide to opt tor the greener choice or stick with the item
already in their shopping cart. Pricing for the greaner alternative is always shown, alfowing
cormparisan shopping to find the best value.

In addition, we can periodically run a Greener Allernatives Assessment through which we provide
suggested greener alternatives to high volume products and share which depariments, divisions
or end users are and are not buying green.

15.4. How many products can Proposer offer on this Master Agreement that meet the
environmental specifications listed above?

B See attached Office DepollMax Green SKU List.

a. Provide a list of each product the Proposer is offering in its proposal, by category,
that carries at least one environmental/health certification listed in the specifications
above (e.g., ACMI AP, Design for the Environment, Green Seal, GREENGUARD,
FcoLogo, ENERGY STAR, Biodegradable Products Institute, etc.). Also include in
Proposer’s list products that meet other environmental standards in the mandatory
requitements above (e.g., products that comply with the US EPA’s Comprehensive
Procurement Guidelines for recycled content).

;)) See atlached Office Depofitdax Grean SKU List.

b. Please note whether each green product is available online, in retail stores, or both,

Not alf green products are available in all channels; however, we can provide lists of available
products onling and in our retail stores, as needed.

15.5 Describe what Proposer does to offer products and services that promote:

Toxics reduction and “green” chemistry
{mprovements in indoor air quality

Waste minimization and recycling

Energy conservation and use of renewable energy
Protection of forests and biodiversity

Water conservation

Other sustainability benefits

o e T
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Office DepotiMax strives 1o continually expand our product assortment to those that promote a-g
above. We promote our current assartment through our promolion of the products, reparting and
resources aifered through our GreenerOtlice program. Example avenues of promotion afe
haiow!

+  The Green Book

«  GreenerOffice Markeiplace

«  USGBC Puichasing Platform

+  Promoticnal "green” customer videos

+  Customer Case Studies

.+ Presenting al green conferences such as Greenbuild, Green Schools Gonference, etc.

Wae also suppott the movement towards standardization of sustainable purchasing definitions and
practices through our long-time support of the Sustainable Purchasing Leadership Council,
Responsible Purchasing Network, and Green Products Roundtable.

15.6. Describe the Proposer’s programs and resources (e.g., webpages, stand-alone
green product catalogs, etc.) designed to train WSCA-NASPO Participating States to
transition to using green products. Please attach any training materials Proposer uses to
encourage the (proper) use of its green products, :

Office Depot|Max prides itself on our customer-centric environmental strategy. This includes an
extremely proactive efforl lo engage our customers in making greenar decisions. The educational
tools we can provide include, but are not limited to.

1. GreenerOffice Rating: A detailed rating system that Office Depot|Max developed along with
some of our greenest customers to help define "green” office products. We can present a full
seminar on this on demand.

9 Green Book: Filled with 2000+ of cur greenest products and a series of educational pages.
We can host Green Book launch events at desired State locations. Office Depot was the first
office supply company to create a Green Beok (in 2002}, and so has the longest history and
experise in developing green catalogs.

3. GreenerOffice web site: Contains 10,200+ products with green altributes, Also contains a
series of links related to greening the office:

4. Greener Alternatives Tool: An analysis we can run on each State’s usage thal provides
greener ailernatives and related costs.

5 Green Smart Cart: An innovative new tool that will provide suggestions to end users ~ within
their shopping carts — for greener alternatives.

6. Green Purchasing Policy Templates: Office DepotjMax can provide education on developing
best-practice grean purchasing policies for supplies, technology, furniture and cleaning
producis.

7. GreenerOffice posters: We can provide posters to help State locations engage staff in
greening the office

8. Paper calculator: We can run a paper calculator to show Statefagency staff the environmental
benefits (trees saved, carbon footprint reduced, waste avoided etc.) of recycied paper
choices

9. CFL calculator: We can run a CFL calculator to show Statefagency staff the environmental
benefits (energy saved, carbon footprint reduced, costs avoided etc.) of CFL bulbs

10. GreererOffice Summits; We can run GreenerOffice Summits — events where we invite
multiple customers to learn about greening the office - at desired State locations. Qur Direclot
of Environmental Stralegy has delivered these informative, fun and aducational seminars to
over 2,500 people.

Additionally, please visit hitp:/fofiicedepolaitizanship.comiplanetisell-graanar for training
sessions we can adapt fo help train WSCA-NASPO Participating States in using green praducts.

A sample slide is provided below,
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15.7 Describe any plans Proposer has underway to improve the sustainability attributes
of Proposet’s products over the life of the Master Agreement.

As described earlier, our Green Atiribute Database is continually examined and revised to provide
more green products that have attributes that matter to our cuslomers. We continua to evolive our
attributes as part of our environmental sirategy that guides our GreenerOffice program:
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22 Attributes in OD GreenerOffice Program
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in addition, we continue to offer and evolve our reporting resources, such as those below;

Cl]éfémer Reports |

S T

Green Business Review Report

P

Customer Spend Reports

[
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