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GENERAL INFORMATION AND PROPOSAL SUBMISSION REQUIREMENTS

The purpose of this request is to receive proposals for the operation of the College Bookstore. The
successful proposer will be responsible for offering either one of the following bookstore solutions.

e Online ordering for textbooks, supplies, and course materials. Provide options to pay
using financial aid seamlessly. Offer e-textbook solutions for faculty for their courses.

e Offer both online and in-store options for ordering textbooks, supplies, and course
materials. Provide options to pay using financial aid seamlessly for both online and in-
person purchases. Offer e-textbook solutions for faculty for their courses.

The successful proposer must have its primary business function as a bookstore provider and
service.

Proposal Delivery

All Proposals must be submitted electronically using a secure link provided after registration.
Proposers must pre-register using the online registration form. Please visit https://www.bhcc.edu/news/
to download the Request for Proposal document and for the registration. A secure proposal submission
link will be provided with a confirmation of the registration. All uploaded electronic file names must
start with the company name. All documents must have the header BOOKSTORE PROPOSAL-
BHCBSTR24. This is the only acceptable method of the submission.

Proposals must be delivered by 5 PM ET on March 22, 2024. Late Proposal responses will not be
accepted. Proposals that are either emailed, faxed, hand-delivered, mailed out, or sent by any medium
other than the information provided above will not be accepted as a proposal delivery. Information
submitted beyond the scope required in the RFP may hinder vendor evaluation. One Proposer will be
awarded the single contract.

All proposals must include a recent W9, Signatory Listing form, Non-Collusion, Tax
Compliance Form, and Proposal Conditions form. All forms are needed to be completed and fully
signed. The selected proposer must agree to use the Massachusetts Standard Contract Form with the
included Terms and Conditions to enter into a contract. These forms are included in the Exhibit for the
proposer to review before proposal submission. The use of the MA Standard Contract form and Terms
are major requirements of the contract that will be entered referencing the successful proposal, and this
is non-negotiable.


https://www.bhcc.edu/news/

Proposal Signature

A proposal must be signed as follows: 1) if the proposer is an individual, by them; 2) if the
proposer is a partnership, by the signature of at least one general partner; and 3) if the proposer is a
corporation, by the authorized officer, whose signature must be attested to by the clerk/secretary of the
corporation, and with the corporate seal affixed.

Time for Proposal Acceptance

The contract will be awarded within 45 Days after the Proposal opening. The time for the award
may be extended for up to 45 additional days. The proposal scope and price must remain firm until 120
days from the day of the submission.

Changes and Addenda

If any changes are made to this RFP, an addendum will be issued to all proposers registered as having
picked up the RFP. The proposer may not alter the RFP language, specifications, terms & conditions, or
RFP component; the Proposer’s modifications to the RFP are prohibited; any such modification will
disqualify the proposer.

Addenda will be posted to the College’s website, alongside the original RFP, for easy access by any
proposer, and it is the proposer’s responsibility to monitor and verify all addenda before final
submission so that a complete response can be submitted.

Questions about the RFP

Please email purchasedoc@bhcc.edu referencing the proposal number in the email’s subject
line with questions. All questions and answers are distributed to all registered proposers.

Modification or Withdrawal of Proposals, Mistakes, and Minor Informalities

A proposer may correct, modify, or withdraw a proposal by written notice received by Bunker
Hill Community College before the time and date set for the deadline of proposal submission. The
College reserves the right to waive minor informalities or requirements without notification.

Site Visit

Bunker Hill Community College (BHCC) is an open-access, multi-campus, urban institution and
the largest community college in Massachusetts. BHCC is conveniently located at the Community
College Station on the Orange Line for easy commuting. If deemed necessary, a pre-proposal walk-
through will be held at Bunker Hill Community College, 250 New Rutherford Ave, Boston, MA 02129.
The walk-through meeting will start at the main lobby on the 2nd floor of B-Building. Please Contact
Mukti Raut, Director of Purchasing, at 617-228-2433 with any questions.

Right to Cancel/Reject Proposals

Bunker Hill Community College may cancel this RFP or reject, in whole or in part, any and all
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proposals if the College determines that cancellation or rejection serves the best interests of the College.
The College will not acknowledge a proposer’s Terms & Conditions throughout the award. While terms
& conditions may be discussed and mutually agreed upon during the contract negotiation phase, the final

Terms and conditions are at the sole discretion of the College. The College makes no guarantee that any
service will be purchased resulting from this RFP.

Contract Term Length and Renewal Options

The contract period can run for three years, from July 1, 2024, through June 30, 2027. The

college, at its sole discretion, can extend the contract for two to five additional years.

Performance Standards

The quality of customer service and communication is essential to satisfactory performance, such
as regular meetings with the college deans, Department Chairs, Student Government staff, and
elected student officers; refund policy; prompt attention to problems and concerns.

Assure that book order requirements are in stock for student purchase and that out-of-stock
issues for books and associated materials are minimized.

The Book Store Service will comply with all Health/Sanitary Codes as applicable through the
local, state, and federal government.

Higher Education Opportunity Act (HEOA) Policy Enforcement: Proposer must show that the
Bookstore’s website will provide information under the HEOA Compliance Law, inclusive of
the Net Price Calculator, for student use.

Proposer must provide a digital delivery program for course materials through websites or online
platforms. It must also integrate with the college’s Learning Management System (LMS).

The college intends to make educational content widely available to the college community
through Open Educational Resources (OER). The successful proposer must support and offer
OER materials directly to students integrated through LMS. The college reserves the right to
contract a different contractor for OER services without involving the Proposer if the college
decides that it is necessary for the OER initiative and progress.

The proposer must list any industry or government associations, affiliations, or certifications that
are applicable to the bookstore service industry.

Basis of Compensation

Commissions will be paid to Bunker Hill Community College as a percentage (%) of Gross

Sales. Commissions will be paid monthly on the 15th of the following month and will include a detailed
backup of Sales by Merchandise Category, Rental Sales, and Special Commissions. Past total sales and
associated commissions are listed for informational purposes and are as follows: per Fiscal Year: July
Ist to June 30th.
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Categories FY2023 FY2022 FY2021

Gross Sales $ 1,105,285.00 S 1,201,396.00 S 1,524,932.00
Digital Sales $ 158,621.00 S 98,446.81 S 73,989.89
Retail Store Sales S 946,664.00 S 1,102,949.19 S 1,450,942.11

Previous years' commission rates were at 15-16% for non-digital sales and 7% for digital sales.

Information to be submitted with the proposal

Proposer must provide a brief statement of purpose that identifies the philosophy, goals, and
objectives of its organization, its significance to the College, and its ability to meet proposal
requirements, acknowledging whether or not the operation of a Bookstore is their primary
business.

Proposer must include their latest two years of audited Financial Statements. This is a major
requirement to qualify. These statements will be held as confidential and proprietary and will not
be returned.

Proposer must provide information on years of experience in the industry.

Proposer must submit a complete list of all bookstore contracts performed in the past five (5)
years that are similar in size and scope to this proposal, with contact names and telephone
numbers. Any account no longer serviced should be noted with an asterisk; all bookstore
contracts that have been terminated must be listed with reasons for their termination.

Proposer must submit at least three working contacts for their business references. The form is
included in the Exhibit Section.

Proposer must submit a proposed one-year budget plan for the bookstore.
Proposer must provide the pricing policy.

Proposer must state how it will furnish the College with verification of sales. Include a sample
report template.

The proposal must submit a proposed staffing chart and staffing pattern with the hours of
operation proposed, inclusive of arrangements to accommodate the bookstore operation for the
Charlestown Campus.

Proposers must submit information about hiring practices and compliance. The information must
elaborate on the recruitment program, selection criteria, and process. CORI checks are required
to work within our College community, and this is a requirement for on-premise bookstore staff.

Proposer must submit a business continuity plan. Indicate whether there is a written Business
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Continuity Plan that describes how your company will continue to do business in case of an
emergency, such as a natural disaster, fire, etc. Specify work recovery measures and the means to
re-establish physical records while maintaining Bookstore Service at the College.

Proposers must submit a Sales Commission % to the College on gross sales using the form
included in Exhibit.

Proposer must state a guaranteed minimum commission return.
Proposer may submit a contract signing bonus to the college as part of the benefit package.

Proposer may submit a capital contribution to be amortized over the length of the contract for
improvement or modifications to the existing bookstore space.

Proposer must develop a plan, with corresponding dates, for a satisfactory transition from the
present vendor. The plan will state the proposed process to buy out current bookstore inventory
and publisher credits.

The proposal shall provide a design of the administrative organizational chart of the bookstore
that shows a clear presentation of lines of authority and supervision for the bookstore.

Proposer must provide an environmental plan that includes information on recycling programs
and the usage of environment-friendly products and equipment.

The proposal must contain some or all of the following components as part of the Supplier
Diversity Program Plan submitted by Proposers: Sub-contracting with certified M/WBE firms as
defined within the scope of the RFR and/or ancillary use of certified M/WBE firms and/or
growth and development activities to increase M/WBE capacity. All certified businesses
included in the Proposer’s SDP proposal must submit an up-to-date copy of their certification
letter.

Pricing Policy

The proposed pricing policy must include the following. Additionally, proposers must provide

their policy on refunds, book buy-backs, exchanges, check cashing, electronic POS, special order
requirements such as Electronic Books, and the implementation of the HEOA federal mandate.

Pricing of new textbooks (% markup)

Pricing of used textbooks (% markup)

Pricing of new rental books (% markup)

Pricing of used rental books (% markup)

Pricing of Digital books (% markup)

Refunds and exchanges

Pricing of all other merchandise, including but not limited to, gifts, clothing, etc.



Discounts available to College departments

Discounts available to College faculty & staff

Cashing of personal checks and/or acceptance of personal checks for items purchased

On-line ordering of textbooks by students--HEOA

Providing adopted textbooks for students on campus

Open education resources & Marketing promotions

All new textbooks, paperback books, and trade books shall be sold at a price no higher than the

publisher’s list price.

e Used textbooks in salable condition shall be sold at not more than 75% of the current new list
price.

e All other merchandise shall reflect a usual gross margin common to the competitive local college
market.

e The College may request and shall receive from the Bookstore appropriate documentation that
the above pricing policies are being practiced.

e The Book Store shall purchase used textbooks based on a posted schedule that is practical and

convenient to the students, faculty, and staff of the College. The bookstore shall be required to

work with each Academic Dean or their designee.

Scope of Services

The successful contractor must provide the following Bookstore solutions.

1. Provide all books, other course-related materials, all furniture, associated supplies, and equipment to
operate a college bookstore.

2. Lab kits rental.

3. The Proposer shall adhere to published list prices from all publishers; any exceptions to this policy
should be noted in the proposal. All other materials and supplies sold in the bookstore should be
priced in accordance with the competitive situation of the area.

4. To provide website access and electronic POS (Point of Sales) transactions for students, faculty, and
college staff that indicate enforcement of the HEOA policy.

5. To offer its services at a reasonable cost to the College’s students, faculty, and staff and to allow on-
site observation of these services by the College’s representatives.

6. The Proposer will post its Return Policy in a clear area for general review as approved by the
College.

7. BHCC serves a highly diverse student body via a diverse faculty and staff. Proposers must
demonstrate their commitment to valuing the diverse backgrounds of the college community.
Proposers must also demonstrate a commitment to serving students with all levels of experience and
familiarity with higher education in the United States.



8. The proposer must offer the best and superior integration for inclusive access programs through
Learning Tools Interoperability Advantage (LTIA) by allowing students to access inclusive access
materials directly through the College’s Learning Management System. Inclusive Access involves
coordination between the bookstore, BHCC (including the Financial Aid Department,
Administration, A.I.D.E. Department, Faculty, and Students), and Publishers. The proposer should
be able to share their methods and best practices for efficiently integrating Inclusive Access,
including their quality control measures to be sure materials are accurately listed and students are
awarded their right to opt out.

9. The Proposer will meet with the College’s Deans, Department Chairs, SGA Staff, and its Student
Officers on an as-needed basis as determined by the College.

10. Shall assume all bookstore operating costs including, but not limited to, inventory, labor (including
management and supervisory), fringe benefits, payroll taxes, insurance, telephone service, in-store
security, and custodial service (except pest control), and costs associated with credit/debit card

service transactions.

11. Standard equipment, purchased new and not rebuilt for use in connection with this contract at this
installation, for use in the areas noted: Book Store Service, for the purpose of providing complete
book store services to, for, and at the College, which is not provided by the College; that all Fixtures,

internal and external of any nature shall remain the property of the College.

12. All shelving and general cleaning (including walls to a reasonable height) of the Book Store Area(s)
located in 1% E-Building and floor care up to and including preparation for buffing and/or waxing in
the Book Store Area: spot mopping, spillage cleanup, sweeping, removal of trash, as required, and
all floor care and general cleaning. Cleaning materials, schedules and procedures are to be as
approved by the College. Excepting Pest Control, the Bookstore agrees that it shall be responsible
for the full maintenance of the interior of the bookstore, including decorating and custodial care, as
well as treatment of wall surfaces (paint, etc.) and/or wall fixtures/shelving replacement and/or

repair.

13. Remove all trash, refuse, and garbage from the Book Store to designated compacting or holding
areas at the delivery/shipping dock area. Trash receptacles must be cleaned thoroughly at least once
per week. Recyclable trash must be placed in the designated holding areas either at the Receiving
Dock or in an area as designated by the Facilities department. The Proposer must employ the use of
“Blue” recycle bins in its efforts to comply with being “Green” and environmentally friendly for

waste reduction.

14. Under no circumstances are the College restrooms nor the janitor’s closets to be used for storage of

cleaning equipment, books, or other associated materials, etc.

15. The store agrees that, when utilizing the College’s elevators, it will do so within the proper weight
restrictions when receiving all book stock and other associated materials. All repair costs will be
borne at its own expense for any negligence when it violates the elevator weight restrictions for

usage and damage to elevator doors, moldings, and walls.



16.

17.

18.

19.

Assume sole responsibility for securing, maintaining, and paying for any and all relevant licenses,
permits, clearances, approvals, fees, and taxes required by any and all Federal, State, County, or City
laws or statutes without recourse to the College as required for its performance under the contract;
and shall post or display in a prominent place such permits and/or notices as required by law.

Provide all required and necessary related personnel and labor during all working hours. The store
will display its Hours of Operation prominently within the College Buildings. Personnel shall not be
less than eighteen (18) years of age. The Bookstore agrees to fully comply with applicable federal
and state laws regarding Equal Employment Opportunity and Affirmative Action.

Provide all customary comprehensive liability insurance coverage of at least $1,000,000 throughout
the life of this agreement without recourse to the College and so as to hold the College harmless.
For all insurance required, a certified copy or each policy or certificate of such insurance shall be
delivered to the College within fourteen (14) calendar days after the signing of a contract by both
parties. Each certificate or instrument shall contain a valid provision or endorsement that the policy
may not be canceled, terminated, changed, or modified without giving thirty (30) calendar days'
written advance notice to the College. If determined necessary by the College, the Book Store shall
deliver to the College, upon demand, the original of any policy for review, and upon completion of
the review, the policy shall be returned to the Bookstore. The Contractor shall include a provision
that there will be no right of subrogation against the College in the event of a worker’s compensation
or liability insurance payment.

The Contractor shall have and maintain without deductibility, Contractor’s Public Liability and
Property Insurance and Contractor’s Protective Public Liability, Protective Property Damage
Liability Insurance and Comprehensive Automobile Liability in not less than the following amounts:

1) Worker’s Compensation

Worker’s compensation must include and cover working executives and

owner/operators.
1) State Statutory
2) Applicable Federal Statutory
3) Employer’s Liability Each Accident $1,000,000.00
Disease policy limit $500,000.00
Disease per employee $100,000.00

i1) Comprehensive General Liability

(Including Premises-Operations: Independent Contractor’s Protective: Products and
Completed Operation Broad Form Property)

1) Bodily Injury
a) Each Person $1,000,000.00
b) Annual Aggregate $1,000,000.00

2) Property Damage



20.

21.

22.

23.

a) Each Occurrence $1,000,000.00
b) Annual Aggregate $1,000,000.00

i11) Contractual Liability

1) Bodily Injury

a) Each Occurrence $1,000,000.00
2) Property Damage

a) Each Occurrence $1,000,000.00

b) Annual Aggregate $1,000,000.00

iv) Personal Injury with Employment Exclusion deleted
1) Annual Aggregate $1,000,000.00
v) Comprehensive Automobile Liability

1) Bodily Injury

a) Each Person $1,000,000.00
b) Each Occurrence $1,000,000.00
1) Property Damage
a) Each Occurrence $1,000,000.00
vi) Umbrella Policy $5,000,000.00

The Bookstore indemnifies and holds harmless the Awarding Authority, Bunker Hill Community
College, the Board of Higher Education, and the Commonwealth of Massachusetts from any liability
during the receipt, service, and sale of Bookstore items and sale of vending items or from any of its
employees, agents, or authorized subcontractors in the performance of its obligations under the
agreement.

Maintenance of accurate and complete financial and narrative records for sales, expenses, and
commissions, a report of which shall be provided on a monthly basis to the College by the 15" day
of the following month with the submission of the commission payment. Maintain Electronic Point-
Of-Sales (POS) capability system within the Bookstore at the Charlestown campus area at no cost to
the College.

The College is to be under no obligation to purchase or otherwise assume ownership of or
responsibility for any equipment, furnishings, or other materials owned or otherwise held by the
Bookstore.

The Bookstore agrees that selected bookstore services or purchases requested by the College will
require a valid Purchase Order issued by the College's Business Office.



24.

25.

26.

27.

28.

Assignment: The Bookstore shall not assign or subcontract, in whole or in part, its rights or
obligations under the contract without prior written consent of the College. Any attempted
assignments without said consent shall be void and of no effect.

Successor Ship & Assignment: No part of the Contract shall either be assigned or sublet without the
prior written approval of the College and the setting forth of requirements to be met. If the
Contractor becomes insolvent, bankrupt, or a declaration occurs that it cannot complete its bookstore
service contract, then the College reserves the right to assign the balance of the existing bookstore
service contract timeframe to another bookstore service provider for the service function.

HEOA Policy Website—compliance with federal law for the drill-down implementation for student
use with the total cost indicator.

The Bookstore shall pay all its suppliers in a timely manner, according to its agreement with the
vendor, so as not to interfere with the delivery of goods and/or services to the College.

Subcontracting Policies: Prior approval of the College is required for any subcontracted service of

the contract.

The College shall provide for the use of the Bookstore vendor:

1.

2.

10.

Facilities, including workrooms, display areas, and office space.

A/C, heat, light, power, internet and water.

. Rubbish removal from designated compacting or holding areas on the receiving/shipping dock area.

Window treatments, ceiling light fixtures, and painted walls as existing on July 1, 2024, throughout
the appropriate Book Store service areas.

Equipment or appliance (installed permanent and portable) as existing in the areas on July 1, 2024.

The College maintains its own security force and will furnish security for the bookstore via BHCC
police-paid detail at the bookstore’s request and expense.

Parking facilities are provided for regular College support personnel.

One telephone connecting to the College’s system is reserved only for on-campus calling and receipt
of incoming telephone calls.

Buffing and/or waxing, as needed and determined by the College, of floor surfaces in the Bookstore
service area.

The College will include its pest control program to the bookstore space.
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Estimated hour
The schedule can vary during the academic year. Suitable schedules will be decided through

mutual agreement between the college and the successful contractor. The contractor cannot change or
alter the schedule anytime during the academic year without prior approval from the college.

Proposer must list proposed hours of Bookstore Operation.

Must offer after-hour and weekend online customer support to resolve any issues.
Must have guaranteed time posted to resolve issues.

Multilingual customer support is preferred.

Current Staffing Pattern: Charlestown Campus: Monday — Saturday

DN NI NI NN

References

Proposers must provide at least three companies or organizations’ names, their active contact
with working email, and a phone number to supply references using the reference form included in
Exhibit. The proposer must have had a business relationship of two years or greater duration with the
organizations. The contact must be a senior official who was in charge of overseeing the bookstore
contract in their company or organization. References must include at least two community colleges and
a publisher.

Commission Schedules

The bookstore proposal must stipulate what commission rate will apply throughout the contract

period as a percentage (%) of gross sales. Use the uniform financial proposal sheet included in Exhibit
A.

Rule of Award and Selection Criteria

A procurement committee comprised of appropriate area experts will review and evaluate the
responses. The Procurement Committee will award this contract to the Highest Responsible and
Responsive Proposer that offers the Best Value to the College. The bookstore's prices must reflect the
student body composition. Although price is important, it will not be the sole selection criterion. The
goal is to select a service provider that can best demonstrate the capability to provide the desired
services with high quality and in an efficient manner. Only the procurement committee can decide on
the best value for the college through this procurement. Proposers responding to this RFP can be
requested to clarify issues or to provide additional insights into their proposal through written
clarifications and/or oral presentations. The college reserves the right to request the best and final offers
from firms that are determined to be susceptible to contract award.

The Proposals will be evaluated through the following categories:
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Business Experience
Business Capacity & Quality
Financial Stability
Professional References

Financial Offer Package

AN N N N NN

Oral Presentation

The award of this proposal will be for Bunker Hill Community College only. Massachusetts state
higher education institutions have the option to engage the competitively selected vendor for a similar
service but through a separate and independent contract. Bunker Hill Community College will have no
responsibility for other agency agreements or payments.

College Condition

Bunker Hill Community College will not be liable for any costs incurred by respondents in the
preparation and production of a proposal or the costs of any services performed prior to receiving
approval of the agreement. All proposals and materials submitted in conjunction with the proposals
shall become the property of Bunker Hill Community College for use as deemed appropriate and for
public records, respecting all copyrights. Upon award of the contract, standard commonwealth terms and
conditions must be agreed and accepted. That form is attached to the RFP Exhibit for your review.
Please sign and include the condition form included in Exhibit C with your response.

Basic College Data

Built in 1973, Bunker Hill Community College’s Charlestown Campus is situated on
approximately 32+ acres in the historic Charlestown neighborhood of Boston. The campus consists of
six buildings (A, B, C, D, E, and G) in Charlestown, Chelsea Campus in Chelsea, and other Satellite
Campuses in nearby cities.

The college runs classes in various schedules. For more and current information, please visit the
college’s website: https://www.bhcc.edu/about/

For current enrollment fast facts, please visit:
https://www.bhcc.edu/about/institutionalresearchassessmentplanning/fastfacts/
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EXHIBIT A

Financial Proposal: Please Complete

Term

One -Time Signing Bonus

Minimum Guaranteed
Annual Payment

Commissions % Based on
Gross Sales

Three (3)- Years

Five (5)-Years
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EXHIBIT B

Business Reference Form

Proposer’s Name:

Reference Name: Business Email:;
Full Address:
Phone: #( )

Description and date(s) of commodities and services provided:

Reference Name: Business Email:
Full Address:
Phone: #( )

Description and date(s) of commodities and services provided:

Reference Name: Business Email:
Full Address:
Phone: #( )

Description and date(s) of commodities and services provided:

References will be contacted via email to confirm the Proposer’s abilities and qualifications as stated in
the Proposer’s response. The committee may deem the Proposer’s response unresponsive if a reference
is not obtainable from a listed reference after reasonable attempts.
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EXHIBIT C

College Condition Form

Bunker Hill Community College will not be liable for any costs incurred by respondents in the
preparation and production of this proposal or the costs of any services performed prior to
receiving approval of the agreement. All Proposals and materials submitted with the Proposals
shall become the property of Bunker Hill Community College for use as deemed appropriate
and for public records, respecting all copyrights.

1.

Bunker Hill Community College reserves the right to modify the requirements of this
proposal after its release. All Proposers will be notified of any modifications to the
requirements of this proposal.

Proposers who submit a response will be required to give an oral presentation to
Bunker Hill Community College. This shall provide an opportunity for a Proposer to
clarify or elaborate on the Proposal but shall in no way change the original Proposal.
The College shall schedule the time and location.

By submitting a Proposal, the Proposer agrees that it will not make any claims or have
any right to damages because of any misinterpretation or misunderstanding of the
specifications or because of any misinformation or lack of information.

The successful Proposer will be notified via email through the email address registered
as a Proposer.

Omissions, inaccuracies, or misstatements are sufficient cause for rejection of the
Proposal.

The Agreement, if awarded, shall be governed and construed in accordance with the
laws of Massachusetts.

The contract does not allow for the successful proposer to operate any Coin-Operated
Vending Machines during the life of the contract. Pre-packaged snacks and candy
rights are non-exclusive and shared with the College Cafeteria Service and the College
Vending Service; the successful proposer may sell Pre-packaged snacks and candy
only within its physical boundaries as assigned by the College for Bookstore sales. The
college has a Pouring Right contract with a different sponsor and includes a Bookstore
sales area for sales of beverages. The Bookstore contractor must honor the college’s
pouring right contract.

The College reserves the right to conduct regular inspections and examinations of all
Bookstore Service Areas for the purpose of checking compliance with all required
regulations and codes. of the appropriate sanitation and health codes. Such inspection
will not relieve the Book Store of the legal responsibility in regard to other terms of this
agreement or of the direct responsibility to observe codes without recourse to the
College and hold the College harmless.

The Contractor agrees that all book purchases requested by the College will require a
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valid Purchase Order issued either by the Business Office of the College or Purchased
by use of Purchasing Credit Card (P-Card).

10. The Contractor agrees that the College’s invoice payment can be made by use of
Accounts Payable Credit Card.

Signature of individual submitting bid or proposal

Name of business

16



EXHIBIT D

Certificate of Non-Collusion

The undersigned certifies under penalties of perjury that this bid or proposal has been made
and submitted in good faith and without collusion or fraud with any other person. As used in
this certification, the word "person” shall mean any natural person, business, partnership,
corporation, union, committee, club, or other organization, entity, or group of individuals.

Signature of individual submitting bid or proposal

Name of business
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EXHIBIT E

Tax Compliance Certification

Pursuant to M.G.L. c. 62C, §49A, | certify under the penalties of perjury that, to the best of my
knowledge and belief, | am in compliance with all laws of the Commonwealth relating to taxes,
reporting of employees and contractors, and withholding and remitting child support.

Signature of person submitting bid or proposal

Name of business
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EXHIBIT F

COMMONWEALTH OF MASSACHUSETTS ~ STANDARD CONTRACT FORM {@1
T
Thin frm i joindly isssed and published by the Office of e Compleolier [CTR), e Exsoufive Office for Adminstretion and Finance (ANF], and e Opemionsl -
Services Divizion (DE0) s fhe defoult contescl for all Commonwenith Depariments when anoler form & nof prescrbed by regulation or policy. The Commonwealis deems void any
dﬂgesmutmuhydhdnﬁhlhehmuf ide=nd L letiers, mﬁudimrmummiﬂms]hh:imﬂsmhupulﬂﬂhﬂnwh
4T i g g g orthe

CONTRACTOR LEGAL M&ME: mumnalmur:

disia) MMARS Department Code:
Legal Addresc: -2, W-d Business Mailing Addmess:
[ontmct Manager: |Phone: Hilling Address (# differens]:
IE-I:.I: IFn: Contract Marager: Phone:
Jomtracsor Vendor Code: VE E-Ma: Fax

Code Address D fe.g. “ADDH"E AD__ MMARS Doc IDjs)

The Addresx |0 must be cet up for BFT payments. | RFRProcurement or Cther I Mumber-

___ NEW CONTRACT ___ CONTRACT AMENDMENT

PROCUREMENT OR EXCEPTION TYPE: [Check one option only) Enier Current Contract End Dat= Prior b Amerdmend: ____ 20,

- Statewide Contract ({050 or an OS0-designaizd Depaskmens) Enler Amendment A 3 [or “ne: change”)
— Collective Porchace (disch OED approval, scope, budges) AMENDEIENT TYPE: {Check one opbon only. ASach details of amendment changes |
__Depa P ment (include= ol Grant= - §15 CMR 200) (Soliciiafon __ Amendment to Date, Scope or Budget |28ach updated scope and budget)

Notice ar FCFF, and e or oher p supporing documentation] W ™y oon Comeracs (A Bach jusication for intefm Contesc and updaied scopefudgst)
_mﬁmww Contract Employes (Aisch sy updstes ko scope o budges)
— Deher Pro nt Exception (SEnch sub fm’dmr'd wih — (Other P Exception [Altach subarizing langusgefu=Sicaion and updaied

=mesiic ion or i, ned i i.lslﬁmiug:mpe“hm scope and budged]
mmwmmﬂmﬂuﬁr‘oﬁ-“ehmﬂmmﬂTﬂﬂmmnlmhm

ik this Costract and are legally binding.: {Check ONE opfon): __ Cormonsealih Term o0d Condiion
e e e e

COMPENSATION: |Check ONE cption): The Depariment ceifies thel peyments for suthorized kel i ! with the tesms of s Contect will be supporied

in the sisle sccouniing =ysiem by sufficent prisfions or ofher non-spproprist 'mmmbmhmmt&mms CMR 5.00.
R:r{:e-ad.l:ﬂ-u-lhnrrumliﬂgtm] [T — mh,mhﬂuu,mﬁhuwhﬂ:urd any changes § rrles or tesmes are being amendesdl)
h:nn.mﬂi_pbm{.‘-c-ad. Erter bobsl e bligeicn for fotal dumtion of Bis conb }unﬂhﬂi’ﬂﬂ'ﬁuﬂubﬂgmﬂuﬂ$

Pmmmmﬁm:m;qmm Commomeenith payments are issued theough EFT 45 days from imvoice receipl. Confrach b ' b= st idenlify

8 PPD as follows: Peymend msued within 10 day= % PPD; Payment mzued within 15 day=s___ ﬂmwm-ﬁnmm HP‘PD;Parrr:d:uﬂ.nde]ﬁp
- PPD. E%wuzuﬁwmmbwﬁhm_w mpﬁmagbgq iﬁ m'#'liﬂmm:rrl
[umegueri paymenés scheduied o support ~inndand EFT 45 doy peyment oy See Prompl Pary Dincount= Poficy ) PA

BRIEF DESCRIFTION OF CONTRACT PERFORMANCE or REASON FOR AMENDMENT: (Enier fhe Confrect ile, purpaze, fiscal year|=) and a detailed descripion of te scope of
periormance or what iz being amended for & Contract Amendment. Afinch all supporting documentabion and ju=iicabions. |

———
ANTICIPATED START DATE: |Compicte OMNE opton cnly) The Deparment and Coriracor cefy for i Canirct, or Conirmet Amendment, that Conirct osbgaions
__ 1. maybe incured as of e Effecive Daiz (lafest signafure dai= below) 2nd no obligaions have been incurred prior fo the Effective Date.

— 2 oy b imcaarred m= of M____ n dsbe | ATER then e Effecive Doz below and no cbligations heve been incuresd prior i the Effeclive Date.

3. ez incurred a= of, Eﬂ_uﬁmhhmﬂimﬂhpdﬂ-mﬂd yments fior amy chiigabions i pmfh!HEEﬁeﬁ'mDu‘l:ul:
athorized o be mode sither s 3= s o s , an bhalt the defnils and o k of all obligefions under this Conbrach are
fmched and i i Bis Contrmct of oz relemses bhe Commorweslth from further dlaims relsied ko eze .
CONTRACT EMD DATE: l:'.uimdpefim'rnme:hltﬂmt-:ud .ﬂ_luﬁmmmhqmﬂuﬁfhudtﬂmhﬁmﬁudbmmd
pfm'lbilldlhe-bmufha-ﬂm‘budund F ond obligafions shall sursive & ferminaiion for e purt of resolving any daim or dspule, for complefing any
qoiied ferms and i bdb-'aqdmemtmbuﬂnn,.... .thg, icing o final p v mdngaqbﬁebehuenmﬂn
CEHTFI:ATICHS. Mobwiteriardi uulnlud'umserlﬂnuhyhepmbeqh El:mﬂt'dﬂuﬂmbudu.ﬂmudn:rtshlb:hhﬁhhﬂuﬂuwu
iment has been fed| by mn ath ignaiony uahhﬁhduhmmﬂﬁmm#dhwmnd
approvals. Themwdﬁesﬁdlqhmmﬂd“m" i ,.-...........hg- t iy published and fhe Contmcior makes all ceriifications

MMMWWMIMHMMWMMMHM mﬂdﬂdmﬁ“iﬂwhmﬂeﬂmm
upon w.lﬁlh-:uppnd:mm uﬂngmslﬂdbﬂmm performance of fhis Contecl and doing
hersin v bo e y of &

, the applicable T it Tmadﬁudhru-,iuﬂhmhdﬂmﬂudﬁnﬂ HuShdude'bud:an
lmnmcmhwh&mmm]mm liciiafion, the Contmclor's R shricken by & Depariment ==
ummq&lqadaﬁbuﬂdnﬂgd:hdhﬂ'ru,plwd-udHdmwmﬂlhhmmhmmnhmﬂhwmwi
made using the process outlined in §01 ST 2107, incoe | herein, provided et any ded RFF or Re=g fermes pesull in best value, lower cosls, or 8 more oot effecive
Confmct.

AUTHORIEING SIGNATURE FOR THE CONTRACTOR: AUTHOR EMG SIGHATURE FOR THE COMMONWEALTH:

X . Dates . X o Dabe:
[Shgrature and Date Mest Be Handwritien At Time of Signature) (Signature and Date Must Be Handwritten At Time of Signatare)

Prrint Kame: Prrimz Mame:

Prrint Title: Prrim Tighe:

{Updated 53020) Page 1071
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N
I ’
‘l;"lr- f,f This Commomuealth Teams and Conditions form i jodnthy
Finance (AMF), the Offce of the Compéroller {CTE) and the Operational
Services Divisiom (OSD) for me by all Commonwsalth of Massschmsotts

COMMONWEALTH TERMS AND CONDITIONS

public amargancy mandatng imedate Department action. Upon imeediat
notification o the other party, neithar the Department nor the Cotracior shall be
deamod o ba in breach for fainre or dalay in parformence doe to Acts of God or
mﬂmmummmum.:m

{“Sta") Departments and Contacton. Axy changes or dlactronic al
By sither the Departmend o the Comtracior io the official version of fis form,
as joindly publiched by ANF, CTR and 051, shall bo woid Tpon axscution of
the Standard Contract Form thews Commomwsalth Terms and Conditors will be
acoepted by the Department, progams provided o other commritmecmts
authorized undor a Contract. A deliversbls shall mchide amy tangible product to
be delrvered 2 an clement of performance wndar a Costac The
Comesonoroalth is antitled bo ouwnerdhip and pousession of all delverables.
purchrsed or developed with State fonds. Comtract shall meam the Standard
Contract Form iumed jointly by ANF, CTE and OSD.

L Coniacr Effeciive Sari Dgie, Norwithstanding vabal or ohar
representations by the partics, the effective wtart date of performance wndar a
Contract shall be the hatar of the date e Contract wan executed by an mthorized
signaiory of the Contractor, the daie the Contract was sxecuted by an authorized
wignaiory of the Department, the date specified in the Contract, or the date of amy
approvals required by bvwr or regalation.

L Bpomemi dagd Comprnsggpn, The Commactor shall anby be compansaed for
parformance dalivered and accepted by the Departmsant in accordance with te
specific tom and conditions of a Contract  All Confract payments are sobject
o appropriation pamsuant to BLG T ¢ 29 £ 26 or the svailshilty of mfficiant
mon-appropriated fimds for the purposss of & Comtract, and shall ke sobject to
intarcept porsuant o MG L ¢ TA 53 and §15 CME 3000, Orerpayments: shall
e meimbrarsad ry the Comtracior or mary be offset by the Department froms foture
paymanh in accordance with siate fmence b, Acceptamce by the Contmacter
of any paymest or partial payesnt, without any writen chjsction by e
Contracior, shall in sach instance operaim a2 release and discharge of the State
from all claims, Habdlites or other obligations relating 1o the parformanscs of a
Comtract.

3. Contracier Pavmeny Mechanion Al Costraciors wil b paid wing the
Compirollar's payment sysbems wnlss a difforont paymsant mechmnium is
dorumantation s prescribed in 3 Contrect.  The Dapartment shall review and
motum mieckd ivoices within Sfisen (17) days of recedpt with a writen
axplanation for rejection.  Payments shall be mads in accordance with the ball
paying policy ssued by the Office of the Compiroller and 513 CME 400
providad that payment pericds Evied in a Contract of kes than. forty-fve (45)
days froe e date of receipt of an nvoice shall be effoctive caly to exable a
Dwpartmant to talve atdhvantage of sarhy paymant incantives and shall not subject
any paymant made within the forny-five (47) day pancd to 2 pamalty. The
Contrector Paypoll Systems shall be used onby for Individul Contracton who
kv bean determined to be Contract Fegployec: 2 a result of the Departmant's.
complation of an Intemal Raveeme Sarvice 55-8 form i accordancs with the
Ommvibns. Budget Reconcilistion Act (DBEA) 1990, and shall amtcomtically
process all siate and federal mandased paryrodl, tax and recirement deduectioes.
4 Contrgy Termmagen Or Sxepenapn. A Contmact thall eerate o the deis
specified in & Confract, undess this date s properly amended in scoordancs with
all applicable lzen and reguistions priar to this date, or unless termined or
waspanded wndar this Section upon pricr writen notics to the Contractor. The
Dupartmant mary larminate a Contract without cinse and with ot pemalry, or may
termizatn or mepand & Contact i e Contactor breaches amy mamrial terms or
condition or fails to parfoem or flfll any matal obligation required by a
Contract, or in the event of m slimnation of an appropaiation or mdlsbdlity of
safficient fonds for the parpeses. of a Contract, or in the event of an unforeseen

failora to perfiorm or price Moreaes dne o mariet fncmations or
prodect svailbibty will not be desmwed facrmlly beyond e Contractor's
comtral.

5. Writen Nodice. Azy notics shall be desmed delivemnd and mceived whan
submitiod m writng o panca or whon dalivered by amy other appropriaia
withan notios of ermination or mspezsion deliversd to the Contractor shall st
the effective date and pariod of the notice, the masons for te termination or
suspansion, if applicabls, amy alleged breach or failure 1o perftem, 2 masonable
pariod to core any alleged bewach or faiker to parform, if applicable, and amy
instructions or resrictions concarning allowable activities, costs or expandinmres
6. Confidenrighiy. The Confracior shall comply with MG L, ¢ 664 if the
Contractor bacomaes a “holder™ of “parsonal data”. The Contractor shall ake
profect the phouical secoity and msmict amy acceds to parsonal or othar
Department data in the Contrachor’s possssaion, or wed by the Conbractor in the
performance of a Contract, which shall imchude, but s mot limited fo, the
Department™s pablic moords, docoment, fles., softeams, sguipment or sysiems.
1. Eecergkeopine dnd Bocuien, Iuspecten OfRecerdy, The Contractor shall
maintain records, books, Sles and other deta s specified in 2 Contract and
snch dotail as shall property substntiaie claims for payment undor a Contract,
fior a peiniemes retntion pariod of six {§) years boginning on the fret doy aftor
tha fral prymant tnder a Contrsct, or mch longer pericd as i mecassary for the
mesolution of amy litigetion, chim, negotiation, andit or other inquiry imeobving a
Contract The shall bove access, as well a5 any pasties identified
under Executive Drdar 195, during the Contractor’s megular basiness hours and
upon masonable prior notice, o sch reconds, mcluding on-wite Teviews and
meproduction of vach reconds af a reasonsble axpentse.

B. Ascpmmeni The Comtractor may not assign or delegate, in whols or in part,
or otharwise tansfor amy Hahility, rewponsibdlity, obligation, duty or mbarest
under & Contract, with the exception that the Contractor shall be authorized o
muign presant and prospective chimm for mondey duo fo the Contractor pursnant
o a Contract in accordamcs with MG T c 106 £8-318 The Contractor must
provide safficient notice of swignment and mppoarting docomantstion 1o anabla
the Departesant to varify and iraplament the assignmant. Paymants to third party
rvuignoss will be processed as if sach payments were being made dinectly to the
Contracior and these peryments will be subject to misrcept, offset, commier chin
or amy othar Departmant rights which are svailable 1o the Dapartmant or the State
agamat the Contractor.

9. Subromtraciimg By Comtracier. Any mbcontract eotarsd into by the
Contacior for the porposas. of flSlEng the obligrtions under 3 Contract mmst ba
in writing, suthorized in advancs by the Department and shall be consivient with
and subject o the provisions of thews Commoroealih Terms and Conditons and
s Contract. Swhcontracts will mot relieves or dischargs the Contractor from amy
duty, obligation, responsibility or lishdlity araing under a Contract Tha
Department i antitled to copiss of all ubcontracts and shall not be bound Ty
-yp'mn:-ﬂ.ml Mhﬂlnnlm
10 4% 4o Do ; B : Tha
Cu-wﬂnmﬂjﬂﬂlidnlmﬂ.mlmmh:mdm
promoting it employesant practicss of probibiting emplovesant 3iscrievination
amd unfair labor practices and shall not discriminate in the hiring of mmy applicant
for umploymant nor shall any qualified smployee be damoted, discharged or
otharwise wbject tv discimination in the e, position, promotions]
opparfunities, wages, banafits or tarms and comditions of ther employment
became of mce, color, mational origin, ancestTy, a9, sex, relgion, disabiliny,
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handicap, sexual orientation or for exercising any rights
afforded by law. The Contractor commits to purchasing
supplies and services from certified minority or women-
owned businesses, small businesses or businesses owned by socially or
econamically disadvantaged persons or persons with dizsabilites.

11. Indemniffeation. Unless otherwise exempted by law. the Contractor shall
indemnify and hold harmless the State, inchading the Department, its agents,
officers and employess against any and all claims, liabilities and costs for any
personal injury or property damages, patent or copyright infringement or other
damages that the State may sustain which arise out of or in connection with the
Contractor’s performance of a Contract, including but not Lmited to the
neplizence, reckless or intentional conduct of the Contractor, its agents, officers,
employess or subcontractors. The Contractor shall at no time be considersd an
apent ar representative of the Department or the State. After prompt notification
of a claim by the State, the Contractor shall have an opportuniry to participats in
the defense of such claim and any negotiated settlement agreement or judgment.
The State shall not be liable for any costs incurred by the Contractor arising under
this paragraph. Any indemnification of the Confractor shall be subject fo
appropriation and applicable law.

12 Waivers. Forbearance or indulzence in any form or manner by a party shall
not be construed as a waiver, nor in any way limit the legal or equitable remedies
awailable to that party. Mo waiver by either party of any defanlt or breach shall
constitute a waiver of any sabsequent default or breach.

13. Risk (f Loss, The Coniractor shall bear the risk of less for any Contractor
materials used for a Contract and for all deliverables, Depantment personal or
other data which is in the possession of the Contractor or used by the Contractor
in the performance of a Contract, until pessession, ownership and foll legal title
to the deliverables are transferred to and accepted by the Department.

14, Forum Choice of Low 4And Medigton Any actons arsing out of a
Contract shall be governed by the laws of Massachuserts, and shall be brought
and mainfained m a state or federal court in Massachusetts which shall have
enchasive jurisdiction thereof The Deparment, with the approval of the
Artormey General's Office, and the Coniractor may agree to vohmtary mediation
through the Massachosetts Office of Dispute Resolution (MODE) of any
Contract dispute and will share the costs of such mediation. Wo legal or equitable
rights of the parties shall be limited by this Section.

15. Comfracy Boilerplate Interprevation, Severabifity, Confliers Wik Law,
Iniegragion. Any amendment or attachment to any Contract which contains
conflicting lanpuage or has the effect of a deleting, replacing or medifying any
printed language of these Commonwealth Terms and Conditions, as officially
published by ANF, CTE. and O5D, shall be interpreted as superseded by the
official printed language If amy provision of a Contract is found to be
superseded by state or federal law or regulation, in whaole or in par, then both
parties shall be relieved of all oblipations under that provision enly to the extent
necessary to comply with the superseding law: provided howewer, that the
remaining provisions of the Contract, or portions thereof, shall be enforced to
the fullest extent permitied by law. Al amendments must be exsouted by the
parties in accordance with Section 1 of these Commonwealth Terms and
Conditions and filed with the ariginal record copy of a Contract as prescribed by
CTR. The primted language of the Standard Contract Form, as officially
published by ANF, CTE and OSD), which incorporates by reference these
Commonwealth Terms and Conditions, shall supersade any conflicting werbal or
Written agreements relating to the performance of a Contract, or attached thereto,
inchiding comtract forms, purchase arders or inwoices of the Contractor, The
arder of priority of documents to interpret a Contract shall be as follows: the
printed lanpuage of the Commeonwealth Terms and Conditions, the Standard
Contract Form, the Department’s Reguest for Fesponse (RFR) seliciation
document and the Contractor’s Response to the BFE. solicitation, excluding any
languags stricken by a Diepartment as unacceptable and inchiding any negotiated
terms and conditions allowable pursuant to law or regulation.

COMMONWEALTH TERMS AND CONDITIONS

IN WITNESS WHEREOQF, the Contractor certifies mnder the pains and
penalties of perjury that it shall comply with these Commeonwealth Terms
and Conditions for any applicable Confract ezecoted with the
Commonwealth as certified by their awthorized sigmatory sigming the
Standard Comtract Form.

Page 2of 2. TC Issued 10:25/19
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EXHIBIT G

Az Commonwealth of Massachusetts
’ig CONTRACTOR AUTHORIZED SIGNATORY LISTING
ot
“This; foem s jointly issued and published by e Ofice of the Compinaller (CTR) and the Operational Services Division (0S0) as the detaut form for all Commanwesith
Depanments when another S i not prescribed by reguiation or poiicy.

Signature for Corporation (C or 8), Partnership, Trust/Estate, Limited Liability Company
{must match Form W-9 tax classification)

Contractor Legal Name Confractor Vendor/Customer Code
[ mvmlsible, not the Tampayer Ideriificaion Number or Socisl Secusdy Nurbes]

INSTRUCTIONS: Any Contractor (other than a sole-proprietor or an individual contractor) must provide a lisfing of individuals who
are authonzed as legal representatives of the Confractor who can sign contracts and ofher legally binding documents related io the
contract on the Confracior's behalf. In addition to this listing, any state depariment may require additional proof of authority fo sign
contracts on behalf of the Contractor, or proof of authenticity of signature (a notarized signature that the Department can use to venify
that the signature and date that appear on the Contract or other legal document was actually made by the Contracior's authorized
signatory, and not by a reprecentative, designee or ofher individual )

For privacy purposes DO NOT ATTACH any documentafion containing personal informafion, such as bank account numbers, social
security nurmbers, driver's licenzeg, home addregses, social security cards or any other personally idenifiable information that you do
niot want released as part of a public record. The Commonwealth reserves the right to publish the names and fitles of authorized
signatones of contraciors.

There are three fypes of electronic signatures that will be accepted on this form: 1) Traditional “wet signature” (ink on paper); 2)
Electronic signature that is either: a. hand drawn using a mouse or finger if working from a touch screen device; or b. An
upload picture of the signatory’s hand drawn signature; 3) Electronic signature affixed using a digital tool such as Adobe
Sign or DocuSign. Typed text of a name not generated by a digital tool, computer generated cursive, or an electronic symibol are not

acoepiable forme of elecironic signature.
Authorized Signature (Signaure Title Phone Email Address
Signatory Mame s it will appear on conract Number
or giher documents)

Acceptance of any payment under a Contract or Grant shall operafe as a waiver of any defense by the Condractor challenging
the existence of a valid Condract due fo an alleged lack of actual authorify fo execufe the document by the signafory.

| certify that | am a responsible authonzed officer of the Confractor and as an authorized officer of the Confractor | certify that the
names of the individuals identiied on this Bsfing are current as of the date of execufion and that these individuals are authorized to
sign confracts and other legally binding documents related to contracts with the Commonwealth of Massachusetts on behalf of the
Contractor. | understand and agree that the Confracior has a duty to ensure that this lising ks immediately updated and communicated
to any state department with which the Contractor does business whenever the authorized sSignatories above refire, are othemise
terminated from the Coniracior's employ, have their responsibilities changed resulfing in their no longer being authorized io sign
contracts with the Commonwealth or whensver new signatones are designated.

Please note you cannot seff-certify your own signature as a single signer listed above.

Signature Date
Print Name Phone Mumber
Title Email Address

A copy of this listing must be attached to the “record copy™ of a coniract filed with the depariment.

Page 1of1

22



EXHIBIT H

Please print or type

Form W-9

Subcituts W-8 Form)
R Aprl 2005

Request for Taxpayer
Identification Number and Certification

con'lplnhnﬂmamulnm

mpurhlenlornhammrﬁmi
mwmmynnlng

' Hame | List i=gal name, ¥ joint names, Is2 Arst & CiTie B9 Name of Se parson weose TIN you enter i Fart 388 3pssifio inctruation on page 2)

Business namea, If deterent from above. (Sss Spsoifio inclruobion on page 25

Check e appropraie bow

O inamvowewsoe propietos [ corporation [ Parmerstip [ Other b

Legal Addness: numeer, sireet, and apt or suls no.

Remittance Address:

¥ difierent from legal a0dress number, sirest, and apt. or

City, tate and ZIP code

City, stats and ZIP code

Phone®{ )

Fax#({ )

Emall address:

Lclidl Taxpayer Identification Number (TIN)

Enter your TIN In the

disregarded
page 2. Forother entities, it s your
wuoonnlnmamrma 5ee How fo
Mode: i the accomnt |5 in more than one name,
Quizelnes on WIOSE NUMDEr o enter.

appropriate bax. For Individuais, this s your social
SECUrity numDer (S5N). However, for a reaident allen, sole propristor,
antity, =ee the Part | Instruction on

identiieation number (EIN). I
a TIN on page 2.

see the chart on page 2 for

Social security number
Ooo-oo-o0o0O
OR
Employer identification number
oo-ooooooo

Vendors: DUNS
Dunn and Br Sysiam [DUNS) Ogoooooooo
Tl Certihcation

Under penalties of parjury, | certify that

1. The number shown on this form |s my comect Expayer identcation number (or | 3m waling for 3 numder to be Issued 1o me), and

2. 1 am not subject to backup

because: (a) | am exempt from

withinceting, of {bi) | Fave not baen nolined by the Intemal Revenue

withhickang
Services (RS} that | am subject bo backup withhoiding a5 a result of a falurs o raport all Interest or dvidends, o [g) the IRS has notified me that
withinoiding, and

| am no longar subjact i backup

3 lamanU.S. person (Including an U.S. resldent allen).
4 | am cuently a Commonwealth of Massachusetis's stale employee: (check one): No

gn
Here | Authorized Signature »

all imterest and dividends on

Yes

Date »
Purpose of Form condifions. This ks called "backup withhoiding. 5. You donot certty ko the that you are
hpe;&umsmqjmmﬂemmm Payments that may be subject to backup ot subject o undes 4 ahove
reSum Wwitn the IRS must get your Incide Intersst, dividends, DIOKEr and  (Tor IEpOrtatie Inerest and dvioend accounts
tpayer ke (TIN) bo feport for D3NS TENEACHonE, Fents, opened after 1963 anly).
‘exampie, Income paid to you, real estaie pay, and certain paymerts from
Morigage NSS! you pai, Ing bost operlirs, Redl estat ransacions m.pmrg e et i

deld, or contribulions you made bo
ar or
e -

Usa Form W-3 only If LLS. person

(including 3 resident allen ln;‘:: ‘comect

mnmmmnmm

1 the TIN s comect for
YR

2 mﬁnmmum

" the
Spropas oD, S Pub 15
WWINNGHBINg of T N NORFESIdent Allns and
Fareign Comortons.

What la backup

mmmmm:cEm

m‘ﬁ “”n‘g"“'“'"“,eu“"’““' -
be subjoct to backup withholding

1 You do not fumish your TIM io the
PRqUEEtEr, O

2 'ou 0o not certy your TIN when required
g:emlllmmmpapzh

3 TI'EIR:SB‘H‘EI‘H].B@EM Tumished
an Incomect TIM, ™

4 The IRS tells you that you are
backup withholdng

because you did nat
report 31 Your InSTESt and ARAGENdS only), oF

onpage 2.
Penalties
[Failure o furnish TIN. I you £l io fumish your

Chll Tor falss Infonmation with reepect
bm If you make a fase statemeat
Wi No reasonaiie DEss et resuts N no backup
wimihoiding, you are subject i 3 5500 panalty.
Criminal for aisifying Information.
"mmnmmmmlm
Miause of TINs. meu'm

TN In wiotation of nremmm
e subject o Vil and criminal penaites.

FOrm M- W-3 {Rev. April 2009)
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It yes, Jn compllance with the State Eihlcs

YOU MUst Cross Ut bem 2 above If you have been notmed by the IRS that you are cumenty subject o BICKUR wenhaling
tax refum._For real estate transactions, item 3 does nat apply.



EXHIBIT I

BOOKSTORE SERVICES-BUNKER HILL COMMUNITY COLLEGE-2024
BHCBSTR24 RFP EVALUATION WORKSHEET

Mandatory Requirements ot
yReq Points Comments by Reviewer and/or Team Score
Available
Business Experience 10 Points
Business Capacity & 20 Points
Quality
Environmental and
Business Continuity Plan 10 Points
Financial Stability 25 Points
Professional References 5 Points
Financial Offer Package
30 Points
Oral Presentation 10 Points
(Extra)
100 Points Final Score
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EXHIBIT J

PROPOSED PROCUREMENT CALENDAR (SUBJECT TO CHANGE ANY TIME)

Events Dates

RFP release 2/23/2024
Pre-bid walkthrough if deemed necessary 03/04 to 3/8/2024
Final bid submission deadline 3/22/2024
Presentation by Proposers 4/3/2024

Bid award (Tentative) 4/17/2024
Expected Contract Signature Date 5/1/2024
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END
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	ABBREVIATIONS
	RFP  Request for Proposal
	HEOA Higher Education Opportunity Act
	OER  Open Educational Resources
	POS Point of Sales
	NECHE New England Commission of Higher Education
	LMS Learning Management System
	EIN Employer Identification Number
	PMT Procurement Management Team
	LTIA     Learning Tools Interoperability Advantage
	SGA      Student Government Association
	GENERAL INFORMATION AND PROPOSAL SUBMISSION REQUIREMENTS
	Proposal Delivery
	Proposal Signature
	A proposal must be signed as follows: 1) if the proposer is an individual, by them; 2) if the proposer is a partnership, by the signature of at least one general partner; and 3) if the proposer is a corporation, by the authorized officer, whose signa...

	Time for Proposal Acceptance
	Changes and Addenda
	If any changes are made to this RFP, an addendum will be issued to all proposers registered as having picked up the RFP.  The proposer may not alter the RFP language, specifications, terms & conditions, or RFP component; the Proposer’s modifications t...
	Addenda will be posted to the College’s website, alongside the original RFP, for easy access by any proposer, and it is the proposer’s responsibility to monitor and verify all addenda before final submission so that a complete response can be submitte...

	Questions about the RFP
	Modification or Withdrawal of Proposals, Mistakes, and Minor Informalities
	Site Visit
	Right to Cancel/Reject Proposals
	Contract Term Length and Renewal Options
	Performance Standards
	Basis of Compensation

	Commissions will be paid to Bunker Hill Community College as a percentage (%) of Gross Sales.  Commissions will be paid monthly on the 15th of the following month and will include a detailed backup of Sales by Merchandise Category, Rental Sales, and ...
	Information to be submitted with the proposal

	 Proposer must provide a brief statement of purpose that identifies the philosophy, goals, and objectives of its organization, its significance to the College, and its ability to meet proposal requirements, acknowledging whether or not the operation ...
	 Proposer must provide information on years of experience in the industry.
	 Proposer must submit a proposed one-year budget plan for the bookstore.
	 Proposer must provide the pricing policy.
	 Proposer must state how it will furnish the College with verification of sales. Include a sample report template.
	 The proposal must submit a proposed staffing chart and staffing pattern with the hours of operation proposed, inclusive of arrangements to accommodate the bookstore operation for the Charlestown Campus.
	 Proposers must submit information about hiring practices and compliance. The information must elaborate on the recruitment program, selection criteria, and process. CORI checks are required to work within our College community, and this is a require...
	 Proposer must submit a business continuity plan. Indicate whether there is a written Business Continuity Plan that describes how your company will continue to do business in case of an emergency, such as a natural disaster, fire, etc. Specify work r...
	 Proposers must submit a Sales Commission % to the College on gross sales using the form included in Exhibit.
	 Proposer must state a guaranteed minimum commission return.
	 Proposer may submit a contract signing bonus to the college as part of the benefit package.
	 Proposer may submit a capital contribution to be amortized over the length of the contract for improvement or modifications to the existing bookstore space.
	 Proposer must develop a plan, with corresponding dates, for a satisfactory transition from the present vendor.  The plan will state the proposed process to buy out current bookstore inventory and publisher credits.
	 The proposal shall provide a design of the administrative organizational chart of the bookstore that shows a clear presentation of lines of authority and supervision for the bookstore.
	 Proposer must provide an environmental plan that includes information on recycling programs and the usage of environment-friendly products and equipment.
	Pricing Policy

	The proposed pricing policy must include the following. Additionally, proposers must provide their policy on refunds, book buy-backs, exchanges, check cashing, electronic POS, special order requirements such as Electronic Books, and the implementatio...
	Scope of Services
	The successful contractor must provide the following Bookstore solutions.


	28. Subcontracting Policies:  Prior approval of the College is required for any subcontracted service of the contract.
	The College shall provide for the use of the Bookstore vendor:

	1.  Facilities, including workrooms, display areas, and office space.
	2.  A/C, heat, light, power, internet and water.
	3. Rubbish removal from designated compacting or holding areas on the receiving/shipping dock area.
	4.  Window treatments, ceiling light fixtures, and painted walls as existing on July 1, 2024, throughout the appropriate Book Store service areas.
	5. Equipment or appliance (installed permanent and portable) as existing in the areas on July 1, 2024.
	6. The College maintains its own security force and will furnish security for the bookstore via BHCC police-paid detail at the bookstore’s request and expense.
	7. Parking facilities are provided for regular College support personnel.
	8. One telephone connecting to the College’s system is reserved only for on-campus calling and receipt of incoming telephone calls.
	9. Buffing and/or waxing, as needed and determined by the College, of floor surfaces in the Bookstore service area.
	10. The College will include its pest control program to the bookstore space.
	Estimated hour
	References

	Proposers must provide at least three companies or organizations’ names, their active contact with working email, and a phone number to supply references using the reference form included in Exhibit. The proposer must have had a business relationship...
	Commission Schedules
	The bookstore proposal must stipulate what commission rate will apply throughout the contract period as a percentage (%) of gross sales. Use the uniform financial proposal sheet included in Exhibit A.

	Rule of Award and Selection Criteria
	College Condition
	Basic College Data

	Bunker Hill Community College will not be liable for any costs incurred by respondents in the preparation and production of this proposal or the costs of any services performed prior to receiving approval of the agreement.  All Proposals and materials...

