OPERATIONS COMMITTEE

JUNE 19, 2002

SUBJECT:
OFFICE SUPPLIES

ACTION: 
AWARD CONTRACT FOR OFFICE SUPPLIES

RECOMMENDATION

Authorize the Chief Executive Officer to award a two-year contract under Bid 03-0205 to Corporate Express, Paramount, California, the lowest responsive and responsible bidder for office supplies for an amount not to exceed $1,500,000, inclusive of sales tax.

RATIONALE

Five years ago the Agency decided to eliminate the stocking and handling of the majority of office supply items that were carried in inventory and to procure these items under a systems contract.  The contract places the responsibility on the supplier to stock and supply a wide assortment of different items including pens, pencils, folders, staples, etc.  A systems contract provides excellent support to the MTA cost centers in the ordering and delivery process, while reducing costs as a result of substantial discounts from the competitive process, and establishment of a long-term agreement.  The contract allows each cost center to order an item at the MTA price, directly from the contractor, who then delivers the item, generally within 24 hours. 

FINANCIAL IMPACT

Funding of $3 million for agency-wide office supplies expenditures is included in the FY03 budget under various MTA cost centers, Account No. 50436.  Of the total $3 million budgeted for FY03, $750,000 is designated for this contract.  Each cost center manager will continue to budget for required expenditures in future years.  In FY01, $707,207 was expended on this line item.
ALTERNATIVES CONSIDERED
The alternative is not to award the contract and order office supplies on an ad hoc basis.  This is not recommended because of a resulting increase in administrative costs, and the loss of deep discounts that are offered under a long-term contract.

ATTACHMENTS: 
A. Procurement Summary, Attachment A

B. Procurement History, Attachment A-1

C. List of Subcontractors, Attachment A-2

D. Bid Tabulation, Attachment A-3

Prepared By:
O. Ojong, Buyer

	

	Lonnie Mitchell

Executive Officer, Procurement

	

	Roger Snoble

Chief Executive Officer


BOARD REPORT ATTACHMENT A

PROCUREMENT SUMMARY 

OFFICE SUPPLIES

	1.
	Contract Number:  03-0205

	2.
	Recommended Vendor: Corporate Express, Paramount, CA

	 3.
	Cost/Price Analysis Information:

	
	A. Bid/Proposed Price:

$121,834
	Estimated Amount 

$1,500,000

	
	B. Details of Significant Variances are in Attachment A-1.D

	4.
	Contract Type:  Fixed Price and Fixed Discount

	5.
	Procurement Dates: 

	
	A.  Issued:  1-25-2002

	
	B.  Advertised:  1-26-2002

	
	C.  Pre-proposal/Bid Conference:  2-8-2002

	
	D. Proposals/Bids Due: 3-28-2002

	
	E. Pre-Qualification Completed:  4-10-2002

	
	F. Conflict of Interest Form Submitted to Ethics:  Yes

	6.
	Small Business Participation:  Reference Attachment A-2

	
	A.  Bid/Proposal Goal:

15%
	Date Small Business Evaluation Completed:

4-17-2002

	
	B. Small Business Commitment:  15%

                                                       

	7.
	Invitation for Bid/Request for Proposal Data:

	
	Notifications Sent:

124
	Bids/Proposals Picked up:

9
	Bids/Proposals Received:

2

	8.
	Evaluation Information:

	
	A. Bidders/Proposers Names:
1. Corporate Express

2. Office Depot


	Bid/Proposal Amount:

$121,834

$182,562
	Best and Final Offer Amount:

N/A



	
	B. Evaluation Methodology:  Details are in Attachment A-1.C

	9.
	Protest Information: 

	
	A.  Protest Period End Date:  6-26-02

	
	B.  Protest Receipt Date:  N/A

	
	C.  Disposition of Protest Date:  N/A

	10.
	Contract Administrator:

Otto Ojong
	Telephone Number:

213-922-1454

	11.
	Project Manager:

N/A
	Telephone Number: 

N/A


BOARD REPORT ATTACHMENT A-1

PROCUREMENT HISTORY

OFFICE SUPPLIES

A.  Background on Contractor

The responsive and responsible low bidder, Corporate Express is located in Paramount, California, and has been in the office supplies business since 1986.  Corporate Express has provided office supplies to other agencies including the County of Los Angeles, Orange County, San Diego County, Internal Revenue Service, U.S. Navy and other federal government departments.  In the past, Corporate Express has provided satisfactory service and delivery of office supplies to the MTA.

B.  Procurement Background
In accordance with the MTA’s Procurement Policies and Procedures, an evaluation was performed by Procurement to assess the qualifications of the bidders and their compliance with the bid specifications.

All bidders were determined to be compliant with the specifications, therefore, staff recommends award to the lowest, responsive, responsible bidder Corporate Express.

The Diversity and Economic Opportunity Department (DEOD) has established a 15% Disadvantaged Business Enterprise (DBE) goal for this contract.  The recommended awardee, Corporate Express, committed to 15%.

C. Evaluation of Bids/Proposals

Bidder #1
Corporate Express in the amount of $121,834 is in full compliance to the bid specifications and has committed to a 15% DBE goal.

Bidder #2
Office Depot in the amount of $182,562 is in full compliance to the bid specifications and has committed to a 15% DBE goal.
D.  Cost/Price Analysis Explanation of Variances


For purposes of evaluation, the IFB requested that bidders submit fixed prices for a selected list of 153 standard office supply items, including various types of pens, binders, folders, tape, etc.  The basis of award included the lowest price bid for the 153 selected items and a fixed discount for all other items.  The weighted discount was calculated based on the Moore Retail Price Index, which provides the office products industry with a price index for 12 categories of office products.

The representative sample of 153 items constitutes approximately 30% of the total line items that staff projects will be purchased over the term of the contract.  The projected total value, $1,500,000, of the two-year contract is based on the amount purchased in FY01.

The recommended bid price has been determined to be fair and reasonable based upon adequate price competition and selection of the lowest responsive and responsible bidder.  

BOARD REPORT ATTACHMENT A-2

LIST OF SUBCONTRACTORS

OFFICE SUPPLIES

PRIME CONTRACTOR  - Corporate Express
Small Business Commitment

Oasis Office Products

Total Commitment – 15%
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