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Master Purchase Order Version-2-16-2016 

Master Purchase Order 
DO NOT INVOICE TO THIS ADDRESS Supplier Contract No. SC-00005057 
City & County of Denver Date: July 17, 2020 Revision No. 
Purchasing Division Payment Terms Net 30 Resolution (as applicable): 
201 West Colfax Avenue, Dept. 304 Freight Terms DESTINATION
Denver, CO 80202 Ship Via Best Way 
United States Buyer: Elizabeth Hewes 
Phone: 720-913-8100   Fax: 720-913-8101 Phone: 720-913-8109

Workday Supplier ID:  DENVR0000040185 Phone:  303-373-2800 Email: John.tracey@staples.com 

Staples Contract & Commercial, LLC 
13800 E. 39th Ave. 
Aurora, CO 80011 

Attn: John Tracey 

Colorado Secretary of State ID: 19981010997 
U.S. Federal SAM Registry Verification Date: 7/13/2020 

Ship To: As Specified by Agency 

Bill To: As Specified By Agency   

1. Goods/Services:
Staples Contract & Commercial, a Delaware Limited Liability Company , (“Vendor”) shall provide the goods, and any services
related thereto, identified and described on attached Exhibit A, to the City and County of Denver, a Colorado municipal corporation
(the “City”), all in accordance with the terms and conditions of this Master Purchase Order.

2. Ordering:
The City shall purchase one or more of the goods/services by issuing a written purchase order(s) or similar appropriate written
document (“Order”), each of which will be deemed incorporated into this Agreement for purposes of such Order only.

3. Pricing:
The pricing/rates for the goods/services is contained on Exhibit A and shall be held firm for the term of this Master Purchase Order.

4. Extension or Renewal:
The effective period of this Master Purchase Order shall be from date of signature to and including July 31, 2022.  It is also a
specific provision of this Master Purchase Order that the City and the vendor may mutually agree to renew and continue this
Purchase Order for additional periods of one year at the same prices, terms and conditions.  However, no more than one (1) yearly
extensions shall be made to the original Master Purchase Order, not to exceed July 31, 2023.

5. Inspection and Acceptance:
Vendor shall perform any services in accordance with the standard of care exercised by highly competent vendors who perform
like or similar services. City may inspect all goods/services prior to acceptance. Payment does not constitute acceptance. Vendor
shall bear the cost of any inspection/testing that reveal goods/services that are defective or do not meet specifications. City's failure
to accept or reject goods/services shall not relieve Vendor from its responsibility for such goods/services that are defective or do
not meet specifications nor impose liability on City for such goods/services. If any part of the goods/services are not acceptable
to City, City may, in addition to any other rights it may have at law or in equity: (1) make a warranty claim; (2) repair and/or
replace the goods or substitute other services at Vendor's expense; or  reject and return the goods at Vendor's cost and/or reject
the services at Vendor's expense for full credit. Any rejected goods/services are not to be replaced without written authorization
from City, and any such replacement shall be on the same terms and conditions contained in this Purchase Order.

6. Shipping, Taxes and Other Credits and Charges:
All pricing is F.O.B. destination unless otherwise specified. Shipments must be marked with Vendor’s name, the Master Purchase
Order number, and contain a delivery or packing slip. Vendor shall not impose any charges for boxing, crating, parcel post,
insurance, handling, freight, express or other similar charges or fees. Vendor shall notify City in writing of any price decreases
immediately, and City shall receive the benefit thereof on all unshipped items. Vendor shall comply with any additional delivery
terms specified herein. Vendor shall be responsible for the cleanup and reporting of any contamination (environmental or otherwise)
or spillage resulting from the delivery and/or unloading of goods within twenty-four (24) hours of the contamination or spillage or
sooner if required by law. Vendor shall procure all permits and licenses; pay all charges, taxes and fees; and give all notices
necessary and incidental to the fulfillment of this Master Purchase Order and all cost thereof have been included in the prices
contained herein. City shall not be liable for the payment of taxes, late charges or penalties of any nature, except as required by
D.R.M.C. § 20-107, et seq. The price of all goods/services shall reflect all applicable tax exemptions. City’s Federal Registration
No. is 84-6000580 and its State Registration No. is 98-02890. Vendor shall pay all sales and use taxes levied by City on any tangible
personal property built into the goods/services. Vendor shall obtain a Certificate of Exemption from the State of Colorado
Department of Revenue prior to the purchase of any materials to be built into the goods/services and provide a copy of the Certificate
to City prior to final payment.

7. Risk of Loss:
Vendor shall bear the risk of loss, injury or destruction of goods prior to delivery to City. Loss, injury or destruction shall not release
Vendor from any obligation hereunder.
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8. Invoice:
Each invoice shall include: (i) the Purchase Order number; (ii) individual itemization of the goods/services; (iii) per unit price,
extended and totaled; (iv) quantity ordered, back ordered and shipped; (v) an invoice number and date; (vi) ordering department’s
name and “ship to” address; and (vii) agreed upon payment terms set forth herein.

9. Payment:
Payment shall be subject to City’s Prompt Payment Ordinance D.R.M.C. § 20-107, et-seq. after City accepts the goods/services.
Any other provision of this Agreement notwithstanding, in no event shall the City be liable for aggregate payments under this
Master Purchase Order in excess of two million, four hundred thousand dollars ($2,400,000).  The Vendor acknowledges that any
goods/services provided beyond those specifically described in Exhibit A are performed at Contractor’s risk and without
authorization from the City. City’s payment obligations hereunder, whether direct or contingent, shall extend only to funds
appropriated by the Denver City Council for the purpose of this Master Purchase Order, encumbered by the City after receipt of
Vendor’s invoice and paid into the Treasury of City. Vendor acknowledges that: (i) City does not by this Master Purchase Order,
irrevocably pledge present cash reserves for payments in future fiscal years; and (ii) this Master Purchase Order is not intended to
create a multiple-fiscal year direct or indirect debt or financial obligation of City. City may setoff against any payments due to
Vendor any claims and/or credits it may have against Vendor under this Master Purchase Order.

10. Amendments/Changes:
Only the Executive Director of General Services or his/her delegate is authorized to change or amend this Master Purchase Order
by a formal written change order. Any change or amendment that would cause the aggregate payable under this Master Purchase
Order to exceed the amount appropriated and encumbered for this Master Purchase Order is expressly prohibited and of no effect.
Vendor shall verify that the amount appropriated and encumbered is sufficient to cover any increase in cost due to changes or
amendments. Goods/services provided without such verification are provided at Vendor’s risk. The Vendor has no authority to bind
City on any contractual matters.

11. Warranty:
Vendor warrants and guarantees to City that all goods furnished under this Purchase Order are free from defects in workmanship
and materials, are merchantable, and fit for the purposes for which they are to be used. For any goods furnished under this Purchase
Order which become defective within twelve (12) months (unless otherwise specified) after date of receipt by City, Vendor shall
either, at City's election and to City's satisfaction, remedy any and all defects or replace the defective goods at no expense to City
within seven (7) days of receipt of the defective goods or accept the defective goods for full credit and payment of any return
shipping charges. Vendor shall be fully responsible for any and all warranty work, regardless of third party warranty coverage.
Vendor shall furnish additional or replacement parts at the same prices, conditions and specifications delineated herein.

12. Indemnification/Limitation of Liability:
Vendor shall indemnify and hold harmless City (including but not limited to its employees, elected and appointed officials, agents
and representatives) against any and all losses (including without limitation, loss of use and costs of cover), liability, damage, claims,
demands, actions and/or proceedings and all costs and expenses connected therewith (including without limitation attorneys' fees)
that arise out of or relate to any claim of infringement of patent, trademark, copyright, trade secret or other intellectual property right 
related to this Purchase Order or that are caused by or the result of any act or omission of Vendor, its agents, suppliers, employees,
or representatives. Vendor's obligation shall not apply to any liability or damages which result solely from the negligence of City.
Liability for claims for injuries to persons or property arising from the acts, omissions, or negligence of the City, their departments,
boards, commissions committees, bureaus, offices, employees and officials shall be controlled and limited by the provisions of the
Colorado Governmental Immunity Act, Colorado Revised Statutes § 24-10-101, et seq; the Federal Tort Claims Act, 28 U.S.C. Pt.
VI, Ch. 171 and 28 U.S.C. 1346(b); and the City’s limitation on liability for torts, Denver Revised Municipal Code § 1.1.7.

13. Termination:
City may terminate this Master Purchase Order, in whole or in part, at any time and for any reason immediately upon written notice
to Vendor. In the event of such a termination, City’s sole liability shall be limited to payment of the amount due for the
goods/services accepted by City. Vendor acknowledges the risks inherent in this termination for convenience and expressly accepts
them. Termination by City shall not constitute a waiver of any claims City may have against Vendor.

14. Interference:
Vendor shall notify the Director of Purchasing immediately of any condition that may interfere with the performance of Vendor’s
obligations under this Master Purchase Order and confirm such notification in writing within twenty-four (24) hours. City’s failure
to respond to any such notice shall in no way act as a waiver of any rights or remedies City may possess.

15. Venue, Choice of Law and Disputes:
Venue for all legal actions shall lie in the District Court in and for City and County of Denver, State of Colorado, and shall be
governed by the laws of the State of Colorado as well as the Charter and Revised Municipal Code, rules, regulations, Executive
Orders, and fiscal rules of City. All disputes shall be resolved by administrative hearing, pursuant to the procedure established by
D.R.M.C.§ 56-106.  Director of Purchasing shall render the final determination.

16. Assignment/No Third Party Beneficiary:
Vendor shall not assign or subcontract any of its rights or obligations under this Master Purchase Order without the written consent
of City.  In the event City permits an assignment or subcontract, Vendor shall continue to be liable under this Master Purchase
Order and any permitted assignee or subcontractor shall be bound by the terms and conditions contained herein. This Master
Purchase Order is intended solely for the benefit of City and Vendor with no third party beneficiaries
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17. Notice:
Notices shall be made by Vendor to the Director of Purchasing and by City to Vendor at the addresses provided herein, in writing 
sent registered, return receipt requested.

18. Compliance With Laws:
Vendor shall observe and comply with all federal, state, county, city and other laws, codes, ordinances, rules, regulations and 
executive orders related to its performance under this Master Purchase Order. City may immediately terminate this Master Purchase 
Order, in whole or in part, if Vendor or an employee is convicted, plead nolo contendre, or admits culpability to a criminal offense 
of bribery, kickbacks, collusive bidding, bid-rigging, antitrust, fraud, undue influence, theft, racketeering, extortion or any offense 
of a similar nature.

19. Insurance:
Vendor shall secure, before delivery of any goods/services, the following insurance covering all operations, goods and services 
provided to City. Vendor shall keep the required insurance coverage in force at all times during the term of the Master Purchase 
Order, or any extension thereof, during any warranty period, and for three (3) years after termination of this Master Purchase 
Order. The required insurance shall be underwritten by an insurer authorized to do business in Colorado and rated by A.M. Best 
Company as “A-”VIII or better.  Each policy shall contain a valid provision or endorsement requiring notification to the City in 
the event any of the required policies be canceled or non-renewed before the expiration date thereof.    Such written notice shall be 
sent to the parties identified in the Notices section of this Agreement.  Such notice shall reference the City contract number listed 
on the signature page of this Agreement.   Said notice shall be sent thirty (30) days prior to such cancellation or non-renewal 
unless due to non-payment of premiums for which notice shall be sent ten (10) days prior.  If such written notice is unavailable 
from the insurer, contractor shall provide written notice of cancellation, non-renewal and any reduction in coverage to the parties 
identified in the Notices  section  by  certified  mail,  return  receipt  requested  within  three  (3)  business  days  of  such  notice  
by  its  insurer(s)  and  referencing the City’s contract number but only to the extent a gap in coverage would be reasonably 
expected to occur.  If any policy is in excess of a deductible or self-insured retention, City must be notified by Vendor. Vendor 
shall be responsible for the payment of any deductible or self-insured retention.  The insurance coverages specified in this Master 
Purchase Order are the minimum requirements, and these requirements do not lessen or limit the liability of Vendor. Risk 
Management reserves the right to require additional policies and/or limits based on agreement scope of work. Vendor may not 
commence services or work relating to the Master Purchase Order prior to placement of coverage.  The  City’s  acceptance  of  a  
certificate  of  insurance  or  other  proof  of  insurance  that  does  not  comply  with  all  insurance requirements set forth in this 
Master Purchase Order shall not act as a waiver of Vendor’s breach of this Master Purchase Order or any of the City’s rights or 
remedies under this Agreement. The City’s Risk Management Office may require additional proof of insurance, including 
endorsements.  Vendor’s insurer shall name as Additional Insured to its Commercial General Liability and Business Auto 
Liability policies the City and County of Denver, its elected and appointed officials, employees and volunteers.  Vendor’s insurer 
shall waive subrogation rights against the City.  All sub-contractors and sub-consultants (including independent contractors, 
suppliers or other entities providing goods/services required by this Master Purchase Order) shall procure and maintain insurance 
coverages substantially consistent with the risks of the products or services provided by such sub-contractors or sub-consultants. 
Vendor shall provide proof of insurance for all such entities upon request by City. For Worker’s Compensation Insurance, Vendor 
shall maintain the coverage as required by statute for each work location and shall maintain Employer’s Liability insurance with 
limits of $100,000 for each bodily injury occurrence claim, $100,000 for each bodily injury caused by disease claim, and 
$500,000 aggregate for all bodily injuries caused by disease claims. Vendor expressly represents to City, as a material 
representation upon which  City  is  relying,  that  none  of  the  Vendor’s  officers  or  employees  who  may  be  eligible  under  
any  statute  or  law  to  reject  Workers’ Compensation Insurance shall effect such rejection during any part of the term of this 
Master Purchase Order, and that any such rejections previously effected, have been revoked. Vendor shall maintain Commercial 
General Liability coverage with limits of $1,000,000 for each occurrence, $1,000,000 for each personal and advertising injury 
claim, $2,000,000 products and completed operations aggregate, and $2,000,000 policy aggregate. Vendor shall maintain Business 
Auto Liability coverage with limits of $1,000,000 combined single limit applicable to all owned, hired and non-hired vehicles 
used in performing services under this Master Purchase Order. For Commercial General Liability coverage, the policy must 
provide the following: (i) contractual liability coverage; (ii) Defense costs in excess of policy limits (iii) A severability of 
interests, separation of insureds or cross liability provision; and (iv) A provision that coverage is non-contributory with other 
coverage or self-insurance provided by City.  For claims-made coverage, the retroactive date must be on or before the first date 
when any goods or services were provided to City.    

20. Severability:
If any provision of this Master Purchase Order, except for the provisions requiring appropriation and encumbering of funds and 
limiting the total amount payable by City, is held to be invalid, illegal or unenforceable by a court of competent jurisdiction, the 
validity of the remaining portions or provisions shall not be affected if the intent of City and Vendor can be fulfilled.
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21. Survival:
All terms and conditions of this Master Purchase Order which by their nature must survive termination/expiration shall so survive.
Without limiting the foregoing, Vendor’s insurance, warranty and indemnity obligations shall survive for the relevant warranty or
statutes of limitation period plus the time necessary to fully resolve any claims, matters or actions begun within that period. Bonds
shall survive as long as any warranty period.

22. No Construction Against Drafting Party:
No provision of this Master Purchase Order shall be construed against the drafter.

23. Status of Vendor/Ownership of Work Product:
Vendor is an independent contractor retained on a contractual basis to perform services for a limited period of time as described in
Section 9.1.1E(x) of the Charter of City. Vendor and its employees are not employees or officers of City under Chapter 18 of the
D.R.M.C. for any purpose whatsoever. All goods, deliverables, hardware, software, plans, drawings, reports, submittals and all
other documents or things furnished to City by Vendor shall become and are the property of City, without restriction.

24. Records and Audits:
Vendor shall maintain for three (3) years after final payment hereunder, all pertinent books, documents, papers and records of
Vendor involving transactions related to this Master Purchase Order, and City shall have the right to inspect and copy the same.

25. Remedies/Waiver:
No remedy specified herein shall limit any other rights and remedies of City at law or in equity. No waiver of any breach shall be
construed as a waiver of any other breach.

26. No Discrimination in Employment:
Vendor shall not refuse to hire, discharge, promote or demote, or to discriminate in matters of compensation against any
person otherwise qualified, solely because of race, color, religion, national origin, gender, age, military status, sexual
orientation, gender identity or gender expression, marital status, or physical or mental disability; and Vendor shall
insert the foregoing provision in any subcontracts hereunder.
In connection with the performance of work under this Master Purchase Order, the Vendor may not refuse to hire, discharge,
promote or demote, or discriminate in matters of compensation against any person otherwise qualified, solely because of race, color,
religion, national origin, gender, age, military status, sexual orientation, gender identity or gender expression, marital status, or
physical or mental disability. The Vendor shall insert the foregoing provision in all subcontracts.

27. Use, Possession or Sale of Alcohol or Drugs:
Vendor shall cooperate and comply with the provisions of Executive Order 94. Violation may result in City terminating this Master
Purchase Order or barring Vendor from City facilities or from participating in City operations.

28. Conflict of Interest:
No employee of City shall have any personal or beneficial interest in the goods/services described in this Master Purchase Order;
and Vendor shall not hire or contract for services any employee or officer of City which would be in violation of City’s Code of
Ethics, D.R.M.C. §2-51, et seq. or the Charter §§ 1.2.8, 1.2.9, and 1.2.12.

29. Advertising and Public Disclosure:
The Vendor shall not include any reference to the Master Purchase Order or to services performed or goods purchased pursuant to
the Master Purchase Order in any of the Vendor’s advertising or public relations materials without first obtaining the written
approval of the Director of Purchasing.

30. No Employment of Illegal Aliens to Perform Work Under The Agreement:
a. This Agreement is subject to Division 5 of Article IV of Chapter 20 of the Denver Revised Municipal Code, and any
amendments (the “Certification Ordinance”).

b. The Vendor certifies that:

(1) At the time of its execution of this Agreement, it does not knowingly employ or contract with an illegal
alien who will perform work under this Agreement.

(2) It will participate in the E-Verify Program, as defined in § 8-17.5-101(3.7), C.R.S., to confirm the
employment eligibility of all employees who are newly hired for employment to perform work under this
Agreement.

c. The Vendor also agrees and represents that:
(1) It shall not knowingly employ or contract with an illegal alien to perform work under the Agreement.
(2)  It shall not enter into a contract with a subconsultant or subcontractor that fails to certify to the Contractor

that it shall not knowingly employ or contract with an illegal alien to perform work under the Agreement.
(3)  It has confirmed the employment eligibility of all employees who are newly hired for employment to

perform work under this Agreement, through participation in the E-Verify Program.
(4) It is prohibited from using the E-Verify Program procedures to undertake pre-employment screening of

job applicants while performing its obligations under the Agreement, and that otherwise requires the
Vendor to comply with any and all federal requirements related to use of the E-Verify Program including,
by way of example, all program requirements related to employee notification and preservation of
employee rights.
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(5)  If it obtains actual knowledge that a subconsultant or subcontractor performing work under the Agreement 
knowingly employs or contracts with an illegal alien, it will notify such subconsultant or subcontractor
and the City within three (3) days. The Vendor will also then terminate such subconsultant or
subcontractor if within three (3) days after such notice the subconsultant or subcontractor does not stop
employing or contracting with the illegal alien, unless during such three-day period the subconsultant or
subcontractor provides information to establish that the subconsultant or subcontractor has not knowingly
employed or contracted with an illegal alien.

(6) It will comply with any reasonable request made in the course of an investigation by the Colorado
Department of Labor and Employment under authority of § 8-17.5-102(5), C.R.S, or the City Auditor,
under authority of D.R.M.C. 20-90.3.

d. The Contractor is liable for any violations as provided in the Certification Ordinance.  If Contractor violates any provision
of this section or the Certification Ordinance, the City may terminate this Agreement for a breach of the Agreement.  If the Agreement 
is so terminated, the Contractor shall be liable for actual and consequential damages to the City.  Any such termination of a contract due 
to a violation of this section or the Certification Ordinance may also, at the discretion of the City, constitute grounds for disqualifying 
Contractor from submitting bids or proposals for future contracts with the City. 
31. FEDERAL PROVISIONS:
Where the source of the funds, directly or indirectly for this Purchase Order is the Federal Government, the Vendor agrees to the applicable 
provisions set out below.  The Vendor shall be responsible for determining which terms are applicable to its products and/or services.
EQUAL EMPLOYMENT OPPORTUNITY COMPLIANCE Vendor agrees to comply with Executive Order 11246 of September
24, 1965, entitled “Equal Employment Opportunity,” as amended by Executive Order 11375 of October 13, 1967, and as supplemented
in Department of Labor regulations (41 CFR Part 60).  DAVIS-BACON ACT COMPLIANCE Vendor agrees to comply with the Davis-
Bacon Act (40 U.S.C. 3148 to 3148) as supplemented by Department of Labor regulations (29 CFR part 5). ANTI-KICKBACK
ACT COMPLIANCE Vendor agrees to comply with the Copeland “Anti-Kickback” Act (18 U.S.C. 874) as supplemented in
Department of Labor regulations (29 CFR Part 3).  CONTRACT WORK HOURS AND SAFETY STANDARDS Vendor agrees to
comply with Sections 102 and 107 of the Contract Work Hours and Safety Standards Act (40 U.S.C. 327-333), as supplemented by
Department of Labor regulations (29 CFR part 5)  RIGHTS TO INVENTIONS MADE UNDER A CONTRACT OR
AGREEMENT Vendor agrees to comply with 37 CFR part 401, "Rights to Inventions Made by Nonprofit Organizations and Small
Business Firms Under Government Grants, Contracts and Cooperative Agreements," and any implementing regulations issued by the
awarding agency. CLEAN AIR AND WATER REQUIREMENTS Vendor agrees to comply with all applicable standards, orders, or
requirements issued under the Clean Air Act (42 U.S.C. 7401 et. seq.), and the Clean Water Act (33 U.S.C. 1251 et. seq.). Vendor
agrees to report each violation of these requirements to the City and understands and agrees that the City will, in turn, report each
violation as required to the appropriate EPA regional office.  ENERGY CONSERVATION REQUIREMENTS The Vendor agrees
to comply with mandatory standards and policies relating to energy efficiency which are contained in the state energy conservation
plan issued in compliance with the Energy Policy and Conservation Act. (42 U.S.C. 6201) NO SUSPENSION OR DEBARMENT
Vendor certifies that neither it nor its Principals or any of its subcontractors is presently debarred, suspended, proposed for debarment,
declared ineligible, or voluntarily excluded from participation in this Agreement by any Federal department or agency. BYRD ANTI-
LOBBYING. If the Maximum Contract Amount exceeds $100,000, the Vendor must complete and submit to the City a required
certification form provided by the City certifying that it will not and has not used Federal appropriated funds to pay any person or
organization for influencing or attempting to influence an officer or employee of any agency, a member of Congress in connection with
obtaining any Federal contract grant of any other award covered by 31 U.S.C. 1352. Vendor must also disclose any lobbying with non-
Federal funds that takes place in connection with obtaining any Federal award.
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This Master Purchase Order is contingent on Council action in accordance with 3.2.6 (e) of the City Charter and is void without 
such action. 

This Master Purchase Order is acknowledged and agreed to by: 

Vendor Name: Staples Contract & Commercial, LLC City & County of Denver, Purchasing Division 

By:  

(Company Name) 

By: 

Print Name: 

(Authorized Signature) 

Print Name: Elizabeth Hewes 

Title: Title: Associate Procurement Analyst 

Date: Date: 

  Supervisor Initial: 

Purchase pursuant to DRMC 20-64.5. The terms and conditions herein supersede and replace all terms and conditions of 
Sourcewell #012320.  

Romero, Michael P. 
- GS Buyer Supv

Digitally signed by Romero, 
Michael P. - GS Buyer Supv 
Date: 2020.07.20 09:50:15 
-06'00'

Region Vice President

Jul 29, 2020

Sheryl franklin

https://secure.na1.echosign.com/verifier?tx=CBJCHBCAABAA3emR_aRsR9G9kFWOR8oKFQXCxCdkDiqS


Supplier Contract No: SC-00005057 

Page 7 

EXTENSION / RENEWALS: 

Upon renewal, City procurements shall be made via Purchase Order (PO) under the pricing, terms and conditions of this MPO. 
Invoicing must contain the individual PO number that corresponds with the order.  
 General inquiries, not specific to an individual order, shall reference the above MPO. 

Extension No. 1___
The contract made and entered into by your company and the City and County of Denver pursuant to the above referenced Master 

Purchase Order (MPO) expires on ___________________. 

Should you desire to extend this contract to and including _______________, and revise the aggregate amount to $_______________, 
please return this page with your signature. 

Vendor Name: Staples Contract & Commercial, LLC City & County of Denver, Purchasing Division 

By: 

(Company Name) 

By: 

Print Name: 

(Authorized Signature) 

Print Name: 

Title: Title: 

Date: Date: 
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EXHIBIT “A” 

Vendor: Staples Contract & Commercial, LLC 
Title: Office and Janitorial Supplies 

Solicitation No.: 5595, 16010 

It is recommended that you use your Supplier Contract No. SC-00005057, in all future correspondence and/or 
other communications. 

All purchases for office and janitorial supplies and related items under this MPO are made pursuant to DRMC 20-64.5. 
Proposal Items and related discounts per Sourcewell #012320. 

Description of the goods, and services related thereto, being purchased and pricing: 

SCOPE OF WORK 
See Exhibit B for Scope of Work and Pricing.  Prices may be updated per Sourcewell #012320. 

POINT OF CONTACT 
Vendor will provide a Point of Contact for the City’s Account representative as well as a Customer Service Representative 
for City users. 

DIVERSITY PROGRAM 
Vendor will develop and execute a Diversity Program with the City.  The Diversity Program will be in place within 18 
months of execution of this contract. 

QUANTITIES 
The City and County of Denver does not obligate the Buyer to order or accept more than City and County of Denver's actual 
requirements during the period of this agreement, as determined by actual needs and availability of appropriated funds.  It 
is expressly understood and agreed that this contract is to supply the City with its complete actual requirement of the 
materials specified in this proposal for the contract period. 

F.O.B. POINT 
All prices quoted must be quoted at a firm price F.O.B. Denver, Colorado. 

DELIVERY CONSIDERATIONS 
Deliveries are to be made as soon as possible after orders are placed and are anticipated vendor is to inform the City of the 
anticipated shipping and delivery timelines upon quote. 

LAWS, REGULATIONS, TAXES AND PERMITS 
The Vendor shall procure all permits and licenses, pay all charges, taxes and fees and give all notices necessary and 
incidental to the due and lawful prosecution of the work. All costs thereof shall be deemed to be included in the prices 
proposed for the work. 

The Vendor, at all times, shall observe and comply with all federal, state, county, city and other laws, codes, ordinances 
rules and regulations in any manner affecting the conduct of the work. 

Without limiting the foregoing, the Vendor shall establish appropriate procedures and controls so that services under this 
Contract will not be performed by using any alien who is not legally eligible for such employment under United States 
Immigration laws. Failure to comply with this condition satisfactorily may cause the City to terminate this Contract. 

PALLET CHARGE 
All pallets supplied shall be non-returnable, no deposit.  
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AIRPORT SECURITY: 
It is a material requirement of this Contract that the Vendor shall comply with all rules, regulations, written policies and 
authorized directives from the City and/or the Transportation Security Administration with respect to Airport security.  The 
Vendor shall conduct all of its activities at the Airport in compliance with the Airport security program, which is 
administered by the Security Section of the Airport Operations Division, Department of Aviation. Violation by the Vendor 
or any of its employees, subcontractors, and vendors of any rule, regulation, or authorized directive from the City or the 
Transportation Security Administration with respect to Airport Security shall be grounds for immediate termination by the 
City of this Contract for cause.  

The Vendor shall promptly upon notice of award of this Contract, meet with the Airport’s Assistant Security Manager to 
establish badging and vehicle permit requirements for Vendor’s operations under this Contract.  The Vendor shall obtain 
the proper access authorizations for all of its employees, subcontractors, and vendors who will enter the Airport to perform 
work or make deliveries, and shall be responsible for each such person’s compliance with all Airport rules and regulations, 
including without limitation those pertaining to security.  Any person who violates such rules may be subject to revocation 
of his/her access authorization. The failure of the Vendor or any subcontractor to complete any required services hereunder 
shall not be excused on account of the revocation for good cause of access authorization of any person. 

The security status of the Airport is subject to change without notice.  If the security status of the Airport changes at any 
time during the term of this Contract, the Vendor shall take immediate steps to comply with security modifications which 
occur as a result of the changed status.  The Vendor may at any time obtain current information from the Airport Security 
Office regarding the Airport’s security status in relation to the Vendor’s operations at the Airport. 

The Vendor shall return to the City at the expiration or termination of this Contract, or upon demand by the City, all access 
keys or access badges issued to it for any area of the Airport, whether or not restricted.  If the Vendor fails to do so, the 
Consultant shall be liable to reimburse the City for all the City’s costs for work required to prevent compromise of the 
Airport security system.  The City may withhold funds in the amount of such costs from any amounts due and payable to 
the Vendor under this Contract. 

VENDOR PERFORMANCE MANAGEMENT: 
The Purchasing Department may administer a vendor performance management program as part this proposal and resulting 
contract.  The purpose of this program is to create a method for documenting and advising the Purchasing Department of 
exceptional performance or any problems related to the purchased goods and services.   

The Purchasing Department and Vendor will meet on a quarterly basis, at a minimum, to review the account activity and 
discuss strategy to continuously improvement. 

Internal Use Only: This MPO may also be use on Supplier Contract No. SC-00005106.
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8 Provide a detailed description of the products 
and services that you are offering in your 
proposal. 

 From business essentials to facility supplies, and custom print to furniture, 
Staples offers an unmatched selection of products and services, saving your 
participating Members the time and expense of dealing with multiple vendors. 
With free next-day delivery available for more than 500,000 products on our e-
commerce site, our industry-leading breadth and depth of solutions includes:  
INNOVATIVE PRODUCT SOLUTIONS 
 With the introduction of our new innovative products we offer tools and systems 
that help drive solutions in business essentials, breakroom, facilities, technology 
and furniture:  
•  Tru Red - Thoughtfully designed business essentials to help you work, create  
and innovate better. Quality tested and engineered to last. 
•     NXT Technologies - Tech products to keep your teams connected and 
productive - whether they're at the office or the airport, a coffeehouse or the couch. 
• Coastwide Professional - Professional-grade facility and pack and ship supplies 
built to spec and made to perform, with no wasted product or labor. 
• Perk - Breakroom essentials designed with quality, value and just the right 
touch of personality to bring fun and energy to break time. 
• Union & Scale - Furniture and decor that work together in perfect harmony. 
There's a collection for every style and work style. 
 We've simplified our product assortment to focus on the right choices for 
business and institutions versus every product out there. So, it will be easier for 
your participating Members to get exactly what they need. 
•   Business Essentials - Staples can help participating Members search for a 
better way. e fulfill the essentials for teams to be more productive, more organized 
and more inspired. e carry everything from copy paper to smart phones and 
accessories, with a wide selection of green and M BE products. 
• Facility Solutions - e know that results matter. e can work with participating 
Members to provide a clean, efficient and seamlessly stocked workspace. Our  
 Facility Solutions offering includes a wide selection of products from best-in-class 
manufacturers, including Diversey, GOJO, Georgia-Pacific, Kimberly-Clark and 
Rubbermaid. Our exclusive BluPrint™ site assessment tool helps to analyze 
participating Members' facilities operations to offer cost saving recommendations.  
•      Furniture Solutions -   e can  work with participating Members on their   Journey  
to create a productive, collaborative environment with inspired workspaces through our 
products, technology, people and services. Our Furniture Solutions offering provides 
access to more than 250 best-in-class manufacturers, including Allsteel, HON, Global 
and National. 
• Print & Marketing Services - e can create custom print essentials and high- 
quality products through our expertise and technology. Every year, we handle more 
than 396,000 print obs. It is clear customers are already choosing Staples as their 
trusted print provider.  
• Technology Solutions -  e offer differentiated and thoughtfully designed tech 
products and exclusive brands. Our Technology Solutions offering includes a wide 
selection of products from everyday tech and data center solutions to printer fleet 
management and network services. with more than 1,000 vendors and suppliers, 
we offer more than one million items delivered nationwide. 
• Breakroom Solutions - e can help participating Members create a more 
connected and inspired workspace with a complete breakroom experience. rom 
coffee and coffee brewers to water coolers, cutlery and snacks, the wide variety of 
products we offer in this category continues to match the needs of every generation 
in the workforce. Our breakroom specialists are ready to analyze your space and 
provide cost saving recommendations.  
• Pack & Ship Solutions - e can unlock advancements through our products,  
people and supply chain. e can help keep your operations running smoothly. rom 
sourcing package-specific tape to helping lower your damage rate, our Pack & Ship 
Specialists partner with you to drive efficiency in your participating Members' 
operations.  
• Staples Promotional Products -with more than one million products plus well- 
cultivated relationships with a global supply network, Staples can help participating 
Members create unique branded solutions for all their buying needs. 
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15 If applicable, provide a detailed explanation 
outlining the licenses and certifications that 
are both required to be held, and actually 
held, by your organization (including third 
parties and subcontractors that you use) in 
pursuit of the business contemplated by this 
R P. 

Staples is licensed to do business in all 50 U.S. states, Puerto Rico and U.S. 
territories. Staples is fully compliant with all applicable federal and state laws and 
regulations. Staples also requires that all third-party companies and subcontractors 
that may be utilized in the provision of the services contemplated under this R P 
hold all required business licenses and certifications required by law.  
The following are functions where Staples may involve subcontractors in the provision 
of the products and services contemplated by this R P: 
• Delivery: e utilize a combination of our own fleet and carefully selected third- 
party courier providers to supplement our territory reach as needed.  
• Service, Installation & Repair: Some product lines, such as managed print 
services, furniture and facility solutions may involve service, repair and installation 
functions.  
• Diversity One Program: Staples has established strategic alliances with highly 
respected diverse and small business suppliers who have extensive experience 
serving the public sector and large institutional customers.  
 e will be happy to share additional information with Sourcewell upon request. 

 
 
 
 
 
 

  

17  Within this R P category there may be 
subcategories of solutions. List subcategory 
titles that best describe your products and 
services. 

Staples offers hundreds of thousands of products in a host of categories that are 
necessary for Sourcewell Members to manage and maintain their operations and 
facilities. These categories are ever evolving as customers' needs evolve but they 
currently include product categories such as office and school supplies, anitorial 
products and equipment, breakroom, safety, transactional furniture, print, promotional 
products, technology hardware and software as well as mobile peripherals including 
tablets, and more. Staples continues to invest in and expand into these and many 
other product segments based on customer and industry demand. 
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25 Sales force. Staples has a national service footprint and provides sales coverage to nearly the 
entire U.S. The map and listing attached does not include the locations of our remote 
sales teams and account leaders. e have more than 4,500 sales associates 
dispersed in every ma or city and market so that we are close to your Members and 
can quickly meet their needs. Please see Attachment 2 for details on our sales 
offices nationwide.  
Our national account management model leverages a single, centralized point of 
contact for each participating Member. The Account Manager is empowered to make 
most decisions regarding pricing, contractual terms and service commitments on a day- 
to-day basis. Of equal importance is the streamlined internal process we have in 
place to escalate issues requiring management input or approval. This process 
enables our Account Managers to provide timely responses to any issue, large or 
small.  
• Business Development - Responsible for communicating the benefits and value 
of Staples and our offerings to potential new participating Members 
• Account Manager - Member's partner to provide insights and recommendations 
on worklife Solutions 
• Category Account Executive - focuses on specific Staples product categories 
leveraging their in-depth knowledge and expertise to fully support participating Member 
needs 
• Customer Success Consultant - Member's support to help with their day-to-day 
needs  
• Site Management Team - Team that proactively ensures compliance of each 
program in all locations  
• Category Professionals - Industry experts in facilities, technology, furniture, print 
and promotional products that provide assessments to recommend efficiencies and 
savings  
• Customer Service - Live knowledgeable representatives available to get answers 
fast while shopping on our ordering site through live chat and standing by to help via 
email and phone 

 
 
 
 
 
 
 
 
 
 
 
 
 

  

26 Dealer network or other distribution methods. Staples is best described as a distributor/dealer/reseller. Staples is authorized to resell 
all products offered under this proposal by the terms of Vendor Program Agreements 
(VPA) established with each of our suppliers. Upon request, Staples is willing to 
provide Sourcewell with specifics of our authorization as a reseller from any of the 
manufacturers we represent. 
Staples also intends to utilize certain company affiliates under the Staples, Inc. 
umbrella to serve as authorized dealers and distributors under this agreement. Any 
sales by such affiliates pursuant to this agreement would be reflected in a written 
agreement between such affiliate and Sourcewell participating Member with reference 
made to the Staples/Sourcewell contract. 

 
 
 

 
  

27 Service force. Staples has a national service footprint that provides service and distribution coverage 
to nearly the entire U.S., with more than 8,900 fulfillment and delivery associates 
employed directly by Staples and are nationally dispersed throughout the U.S. 
Additionally, Staples has approximately 550 customer service associates in our call 
centers, including representatives who process fax orders, answer customer emails and 
provide agent support. 
Staples proudly operates the most extensive and technologically advanced distribution 
network in the industry and Sourcewell participating Members will continue to benefit 
from a robust national network of fulfillment centers equipped to achieve their next- 
business-day shipping needs. Our network is strategically located close to our delivery 
partners, vendors and customers to ensure that we always keep our network costs   
low. This means getting products to Sourcewell Members accurately, on time, complete 
and undamaged. Please see Attachment 3 for a list of our fulfillment centers in the 
U.S. 
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28 Describe in detail the process and 
procedure of your customer service 
program, if applicable. Include your 
response-time capabilities and 
commitments, as well as any incentives that 
help your providers meet your stated  
service goals or promises. 

At Staples, we have a team by each participating Members side, dedicated to serve. 
Staples owns and operates four North American call centers staffed with highly trained 
Staples associates. Additional support is provided offshore, as needed, to reduce wait 
times and ensure ample coverage for our customers nationwide. All customer service 
associates provide expert support for more than five million customer inquiries per 
year.  
To drive higher customer satisfaction, Staples provides:  
• A One & Done Service Culture - with a first-call resolution rate of 90%, we 
train and empower our associates to resolve issues at initial contact.  
• Direct Connection to a Live Representative - Participating Members will always 
reach a Staples Customer Service Representative right away. Our goal is to answer 
calls within 30 seconds and reply to emails within four hours.  
• A Knowledgeable, Highly Trained Team - Every call center associate attends a 
comprehensive three-week training program covering customer service skills, problem 
resolution and product information.  
• Proactive Alerts - If a delivery delay is expected, we'll let the Member know. 
• A Continuous feedback Loop - e review all customer feedback and if the 
Member is not satisfied, we follow-up with them to make things right. 
SERVING SOURCE ELL MEMBERS' NEEDS 
Our Customer Service Representatives have access to all the details necessary to 
provide service specific to participating Members' business, and even their location. 
The Staples Customer Service team is their first line of contact for:  
• Login support and password resets 
• New user set up and adding ship-to locations  
• Assisting with online profile management  
• Aiding with account setup, expedited ordering and research  
• Pricing inquiries and special orders processing  
• Delivery and backorder tracking  
• Billing and tax exemption questions 
Customer Service is conveniently available Monday through Friday from 8:00 a.m. 
to 8:00 p.m. EST by email, phone or via live chat on StaplesAdvantage.com. 
CALL CENTER STRUCTURE 
• Customer Service Representative - Responsible for order entry, issue resolution, 
providing order status and product information. This individual has ongoing direct 
contact with participating Member and develops a strong knowledge of the specifics of 
their account. 
• Order Resolution Associate - focuses only on order entry, resulting in time and 
accuracy efficiencies.  
• Team Manager - Coordinates the activities of the Customer Service 
Representatives in each group, ensuring that each account is supported, and 
procedures are enforced. 
• Customer Operations Team - Communicates with participating Member about next- 
business-day delivery exceptions and rare instances of product cancellations.  
• Quality Assurance Team - Monitors contact between associates and customers 
and reports on key customer service trends important to the business. Coaches both 
managers and associates to improve the quality of customer interactions. 
MANAGED PRINT SERVICES  
DEX Imaging's Managed Print Services help participating Members create a more 
efficient, customized and sustainable printing network. DEX Imaging's customer service 
outreach is a multi-faceted group. There is customer service through each touchpoint 
of the process: initial meeting, implementation, and ongoing management - making up 
the participating Member's account team. The DEX Imaging Account Sales Manager 
is their main point of contact for their MPS program and is in contact with the 
Member from pre-sale forward. Their customer service representative is involved in the 
coordination and participation for the installation, setup, and provides solutions for 
various technological devices while overseeing the customer database. Their protect 
manager is responsible for the implementation of their devices from sale to delivery. 
 with any equipment troubles, there is a 3-layer approach. Participating Members will 
speak to either Customer Service, a Service Engineer or have a Service Technician 
dispatched, depending on the complexity of their issue. DEX Imaging's service 
department has a historical 99.98% approval rating, due in large part to the exclusive 
Customer Care Program we've implemented. 
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35 Are your products or services 
available through an e-procurement 
ordering process? If so, describe your 
e-procurement system and how 
governmental and educational 
customers have used it. 

Yes. At StaplesAdvantage.com, participating Members can do more than just order the 
products they need. Our site is fully customizable to their unique requirements. 
StaplesAdvantage.com provides easy online ordering, the ability to set spend limits, 
approval flows, and charge orders to multiple departments plus transactional details to 
easily reconcile orders. Order management is easy with shopping lists for fast reordering, 
order tracking, delivery notifications, free returns, reporting and online bill pay. And, we have 
experience integrating with over 300 third-party purchasing platforms. 
EASY ORDERING TOOLS 
StaplesAdvantage.com provides features and functionalities to streamline participating 
Members' ordering process while minimizing time spent on purchasing the items their 
organization needs to succeed. Key features include: 
•  Increased Login Security -  website generated welcome email contains a password 
set up link for customers to create their unique password for enhanced security.  
•   Easy Search & Navigation - New header design for effortless navigation and 
approvals, orders and shopping lists displayed on the home page for easy access. Search 
by keyword or item number for a summary of categories and top-ranking items that match 
their criteria. Narrow results by category, brand or your recently purchased items. Advanced 
search with auto-suggest terms to find what they want fast and the ability to add to their   
cart from search to save time. 
• Shopping Lists - Create, save and share lists of frequently ordered or preferred 
contract items for faster reordering while maintaining program compliance. 
• Order Status & Tracking - View details on all orders placed in the past 90 days, 
track their orders and view proof of delivery. 
• Online Returns - Process returns by clicking Return an Item from the My Order Status 
page. 
•  Ink & Toner   Finder - Search by brand, model or cartridge number. Our enhanced ink   
and toner finder also includes past purchases and allows end users to save printer 
information. Or choose from a range of free recycling options by clicking Recycle Ink & 
Toner.  
• Favorite Items - Click the heart icon on product tiles and pages to easily add 
items to a shared or personal shopping list that can be made a favorite. 
• Time to Reorder - View and reorder items ready for replenishment right from your 
Home page, based on purchasing history. F requently purchased items now include a list 
of products purchased over a one-year timeframe. All order management essentials are 
available in order history: order search, details, tracking and returns, with up to two years 
of history.  
• Easy Savings Alternative - Easy savings alternative products are presented on the 
product page and at checkout if a similar item with a lower price is available. 
• Customizable Print Products - Personalize business cards, greeting cards, rubber 
stamps, nameplates and more using your own design or standard company templates. 
• Robust Help Center - The StaplesAdvantage.com Help Center enables customers to 
search help topics, manage their account, track or return orders, view or print their packing 
slip, get pre-paid address labels to recycle ink and toner and more. 
ONLINE PROCUREMENT CONTROLS 
Participating Members can achieve greater control over your purchasing with 
StaplesAdvantage.com, whether integrated with their existing e-procurement systems or on 
its own. e offer:  
• User & Location Management - Easily add new users, supervisors and account 
administrators and remove or add shipping locations. 
• Approval Controls - Establish spending limits and approval routing to track account 
expenditures by user and department.  
• Small Order Controls - To maximize efficiencies, implement order controls that prevent 
users from placing orders under a minimum amount.  
• Customization features - Customize your platform with special instructions and 
messages to keep users in program compliance. 
MOBILE CAPABILITIES 
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  Participating Members can order products, track shipments and access their accounts on 
their tablets or smartphones using our mobile app. Available for Android and Apple  
devices, features of the Staples mobile app include: 
• full account information, including recent orders, orders pending approval and custom 
deals 
• Scan-to-order functionality 
• Search, browse and order on the go 
• One-touch order approvals 
• Shopping lists for quick replenishment 
•    Ink & Toner  f inder 
•    Quick Order entry 
• filterable search results 
• Order status and package tracking 
• Integration with StaplesAdvantage.com 
• Secure Remember Me feature for login convenience 
ONLINE REPORTING 
Participating Members can easily access on-demand reports on StaplesAdvantage.com 
• User reports provide pertinent user information including approval hierarchy, ordering 
limits and assigned ship-to or budget center information. 
• Spending reports provide a summary of purchases by budget center, bill-to, ship-to or 
individual for up to 24 months, including details on ordering method, order totals, number of 
orders and average order size.  
• Budget reports allow you to monitor the variances between spend versus budget. 
SCALABILITY 
If a participating Member has a surge in new hires or acquires a new division, their 
Staples team is ready. StaplesAdvantage.com is fully scalable to meet their changing 
business needs. e have the infrastructure in place to handle the ordering needs of 
additional users without affecting website performance. e analyze site capacity levels and 
plan for additional volume months in advance. e conduct stress tests regularly to ensure 
optimum site performance and site speeds.  
MANAGED PRINT SERVICES 
DEX Imaging's e-info and Patrol work together as an online reporting channel for 
participating Members' Printer f leet. The e-info portal allows the client-based management 
of an account. Using e-info gives Members the ability to manage devices online by 
ordering supplies, checking status orders, initiating service requests, inputting meter reads, 
and generally reviewing all accounting facets. This information is extracted from the Patrol  
 i- i device we install on all printers on the day of delivery. Patrol safely and securely 
receives real-time printer information from your print network to order supplies and monitor 
print volumes, providing the necessary information for powerful reports on printing efficiency. 
No more wasted staff time with supply ordering or meter readings - the Patrol device will 
let us know when to ship toner or schedule routine maintenance. 
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36 Describe any product, equipment,  Staples can introduce a comprehensive communication campaign prior to program launch to  
 maintenance, or operator training  ensure participating Member's employees have a full understanding of their new Staples  
 programs, and any on-boarding  program. As a standard, we train through online webinars to ensure participating Member's  
 resource or training that you offer  employees across locations and remote users have access to the sessions. Other types of  
 to Sourcewell Members. Include  training sessions can be provided, if needed. Our Field Marketing team will customize a 

plan  
 details, such as whether training is  to maximize program awareness at all your locations, including providing information on  
 standard or optional, who provides  available trainings. 
 training, and any costs that apply. Tools and support materials are always available at StaplesAdvantage.com/Information.  
  Customized materials can be provided upon request. Training sessions can also be  
  scheduled as needed throughout the life of your program. 
  JANITORIAL TRAINING PROGRAMS 
  To create a successful Janitorial program for participating Members, Staples provides  
  customized training programs to demonstrate the best procedures for your staff to use our  
  products. By employing the correct procedures and techniques, Members' facilities staff will  
  dramatically reduce its labor and product costs, increase productivity and improve their  
  sustainability program.  
   We have a dedicated facilities Technical Training team for both customer and in-house  
  training. This team has an average of 25 years' experience and is certified in the ISSA  
  Cleaning Industry Management Standard, ISSA Cleaning Industry Training Standard, OSHA  
  and GHS standards.  
   e use a library of ISSA-certified training programs along with customized curriculum  
  developed for the specific needs of our customers. Our training materials include process  
  manuals and bi-lingual wall charts. Training methods include onsite and web-based programs,  
  as well as in-person at our training facility in Aurora, Colorado. 
  The courses we provide include: 
  • Introduction to cleaning 
  • General safety 
  • Hard floor care 
  • Restroom care 
  • General cleaning 
  • Carpet care 
  • Hazard communication 
  • Customer service 
  Completion of our training program qualifies participating Members' employees for ISSA  
  CITS Master Cleaner Certification. 
  PRINT & MARKETING TRAINING  
  Participating Members will receive customized training and extensive ongoing support from  
  your Staples account team to ensure a successful program launch. Your Print & Marketing  
  Account Executive can provide training for your users. It's our goal to make ordering your  
  print products simple and easy. 
  About four weeks prior to the go live date, our ield Marketing team will create an  
  announcement for Members to send to their users that will help set the tone for their Print  
  program's success. Over the next few weeks we'll follow up with Coming Soon  
  communications to promote program awareness and advantages of your new program with  
  Staples. Staples can send training announcements to users with dates and web-based  
  training details, plus user guides. Their Print & Marketing Account Executive will host  
  trainings, ensuring that their trainer has intimate knowledge of their program details. 
  Once the program launch is complete, participating Member's Print & Marketing Account  
  Executive will continue to monitor the print program to identify areas of improvement and  
  opportunity for increased efficiencies.  
  MANAGED PRINT SERVICES 
  Training for printers and copiers will be performed upon delivery of new equipment and  
  offered through the term of the agreement at no charge. Training is provided by either the  
  DEX Imaging Help Desk Team, Customer Service Team, or our Systems Engineer team.  
  Users will be given key-op training and instructions sheets for better understanding of the  
  equipment. Initial training happens at install and should include all users pointed to a specific  
  device. Multilayer training is available for users of different skill levels. Training will include  
  functionality of the device, operating within the workflow of a specific department, responsible  
  use of the equipment, describing policies set forth by the Administration team as well as  
  general use directions. Ongoing training can be scheduled with the account team and is  
  suggested for new employees, workflow changes, departmental changes and new policies  
  implemented by the facility. 
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37 Describe any technological 
advances that your proposed 
products or services offer. 

To remain at the forefront of our industry, we are constantly implementing new and innovative 
ideas so that we can enhance the services and offerings we bring to our customers. Some 
of our current innovations include the following:   
 ORKLI E PRODUCTS & SOLUTIONS 
 ith the introduction of our new innovative products we offer tools and systems that help 
drive solutions in business essentials, breakroom, facilities, technology, and furniture. 
• Tru Red. Thoughtfully designed business essentials to help you work, create and 
innovate better. Quality tested and engineered to last. 
• NXT Technologies. Tech products to keep your teams connected and productive - 
whether they're at the office or the airport, a coffeehouse or the couch. 
• Coastwide Professional. Professional-grade facility and pack and ship supplies built to 
spec and made to perform, with no wasted product or labor. 
• Perk. Breakroom essentials designed with quality, value and ust the right touch of 
personality to bring fun and energy to break time. 
• Union & Scale. urniture and decor that work together in perfect harmony. There's a 
collection for every style and work style. 
BLUPRINT™ SITE ASSESSMENT TOOL  
The Staples BluPrint app is the industry's first and only mobile solution for site assessments 
for anitorial and facilities programs. Using this innovative tool, the Staples acilities 
Specialist can take pictures of various areas and have a conversation with the facility 
manager about their recommendations for enhancing current assets. Later, a report is 
generated that includes those pictures as well as a written description of the 
recommendation and rationale behind it. Then, the Staples acilities Specialist shares a 
customized presentation translating our findings into a straightforward, impactful current versus 
future state comparison.  
SMARTSIZE PACKAGING™ 
Order delivery is a ma or area of Staples' and our customers shared environmental footprint. 
Staples has rolled out award-winning SmartSize technology to most of our U.S. fulfillment 
centers that tailors box sizes to the exact size of the order. In addition to utilizing about 20% 
less corrugate, SmartSize lessens our use of air pillows by approximately 60%. In addition, it 
not only reduces packaging waste, but helps optimize the available space of our courier 
vehicles.  
ROBOTIC MATERIAL HANDLING SOLUTION 
Staples recently developed a cutting-edge robotic material handling solution for our fulfillment 
centers. Unlike other systems in the market today, the automated robotic storage and 
retrieval system incorporates two types of automated guided vehicles into a unified system 
that brings both high and low cubic velocity items to a single pick and pack station. This 
unique robotic material handling solution provides a more efficient and flexible warehousing 
operation that improves service to our customers. 
This solution is live in four of our fulfillment centers and is rolling out across our remaining 
fulfillment centers in the months to come. e are also exploring other potential applications 
for our groundbreaking technology outside of our fulfillment centers. 
E-COMMERCE 
Staples' new strategy is driven by the company's commitment to helping professionals make 
their workplaces more productive and connected, and to provide products and services 
designed to help inspire colleagues to do their best, most creative work. 
Central to our reimagined brand is an upcoming new, interactive digital experience to make 
it easier for customers to build a workplace that makes every employee's orklife fulfilling 
and collaborative. The future online experience will connect customers to products and 
solutions in a variety of ways, from intelligent content and peer recommendations, to intuitive 
shopping and buying tools. Recent enhancements include making it easier to find and 
reorder product, improving basic ordering features and adding more self-service features. 
PRINT 
Technological advances are critical to our corporate strategy. ithin print, new direct-to-plate, 
electronic proofing, digital presses, and electronic pre-press are constantly evolving. The 
internet has changed and improved many business processes. Electronic forms of varying 
complexities continue to improve overall business processes. The communications 
infrastructure required to successfully integrate these technologies is also improving. All these 
technologies, and more, are changing the printing industry.  
MANAGED PRINT SERVICES 
Patrol box is a device hardware, firmware and server application that was developed by 
DEX Imaging's internal R&D department. It is a patented device that uses smart technology 
for supply replenishment. To date, over 10 patents have been filed for the PrintCounts 
embedded Patrol device and requisite software. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

38 Describe any "green" initiatives 
that relate to your company or to 
your products or services, and 
include a list of the certifying 
agency for each. 

Staples offers a full array of sustainability solutions to help participating Members meet their 
sustainability goals. As a partner committed to sustainability, we carry a large assortment of 
eco-responsible products across all our product categories, provide comprehensive 
environmental reporting and offer industry-leading recycling and waste reduction programs. 
Our sustainability experts can design a program tailored to each participating Member's 
goals and our ield Marketing personnel will help promote it to their employees. Please see 
Attachment 5 for more details. 
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39 Identify any third-party issued eco- 
labels, ratings or certifications 
awarded to the equipment or 
products included in your Proposal 
related to energy efficiency or 
conservation, life-cycle design 
(cradle-to-cradle), or other 
green/sustainability factors. 

ENVIRONMENTAL CERTI ICATIONS 
ENERGY STAR® CERTI ICATION 
To improve energy efficiency, we began participating in the ENERGY STAR Building 
Certification program with the goal of certifying 50% of our active facilities by the end of 
2020. At the end of 2018, 51% of our active facilities were ENERGY STAR certified, 
reaching our goal ahead of schedule. Each certified site has increased energy efficiency by 
20% to 30%. or our efforts, Staples has received the EPA's ENERGY STAR Partner of the 
Year Award for 9 consecutive years. 
ENVIRONMENTAL PRODUCT CERTI ICATIONS 
Staples offers a wide array of eco-conscious products that are third-party certified. e track 
dozens of leading environmental certifications down to the product level, which we can then 
report to our customers. These items are easily identified in our catalogs and online.  
Some examples include: 
• ENERGY STAR and EPEAT qualified technology 
• SC certified, recycled and alternative fiber-based papers 
• Green Seal™, UL EcoLogo, and U.S. EPA Safer Choice certified cleaners 
• AP non-toxic certified writing instruments and art supplies 
• GREENGUARD, Indoor Advantage and LEVEL-certified furniture 
ENVIRONMENTAL PARTNERSHIPS & A ILIATIONS 
• Sustainable Purchasing Leadership Council (SPLC) - This non-profit organization 
supports and recognizes purchasing leadership that accelerates the transition to a prosperous 
and sustainable future. Staples is a member of this organization as both a supplier and 
purchaser. 
• U.S. EPA ENERGY STAR for Buildings Partner - Staples  joined the ENERGY STAR 
for Buildings program to advance energy efficiency in our operations. 
• U.S. EPA aste ise Partner - This voluntary program focuses on helping organizations 
eliminate waste and increase recycling rates across their operations; Staples oined in 2005. 
The program has helped us measure and set goals for waste reduction and recycling 
internally.  
• U.S. EPA Sustainable Materials Management Electronics Challenge Partner - This 
voluntary program works to increase the number of electronic devices collected and safely 
recycled in the U.S. Staples was the first retailer to offer a national office technology- 
recycling program.  
• GreenBlue Sustainable Packaging Coalition (SPC) - This non-profit, multi-stakeholder 
group is dedicated to a more robust environmental vision for packaging. Through strong 
member support, an informed and science-based approach, supply chain collaborations and 
continuous outreach, the SPC endeavors to build packaging systems that encourage 
economic prosperity and a sustainable flow of materials.  
• GreenBlue  Forest Products  Working Group - This brings together leading companies 
that rely on paper, wood and other forest products to share their knowledge and develop 
innovative solutions to support thriving forests and the forest products industry. 
•  Rainforest Alliance Appalachian Woodlands Alliance (AWA) -  e have been working 
with Rainforest Alliance and several other brands as part of the AWA for several years to 
explore and test new models for advancing responsible forestry practices in the southeastern 
U.S. 
•    Carbon Disclosure Project -  e have voluntarily reported our greenhouse gas  
emissions inventory data to this organization since 2005 as part of our commitment to 
reducing our global carbon emissions. e also share our emissions data with any 
commercial and enterprise customer who requests it through the CDP Supply Chain program. 
• EcoVadis - Staples works with EcoVadis, the world's most trusted provider of business 
sustainability ratings. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  

40 Describe any omen or Minority 
Business Entity ( MBE), Small 
Business Entity (SBE), or veteran 
owned business certifications that 
your company or hub partners  
have obtained. Upload 
documentation of certification (as 
applicable) in the document upload 
section of your response. 

Staples shares Sourcewell and its participating Members' commitment to diversity and offers 
your choice of two diversity programs to achieve participating Member's diverse and small 
business supplier spending goals. 
DIVERSITY ONE PROGRAM 
 We've formed strategic alliances with highly respected and experienced diverse and small 
business suppliers. Using a rigorous supplier qualification process, our Diversity One program 
connects participating Members with a certified supplier who will collaborate with Staples to 
provide a fully managed program that meets the quality standards, service and scope 
required.  
 e find successful, independently owned and credible diverse companies and help them 
grow their businesses, create obs and expand their offerings. Staples provides our Diversity 
One suppliers with extensive coaching and mentoring to build capacity within their 
organizations.  
DIVERSITY T O PROGRAM 
 With this program, participating Members can access a wide selection of high quality, 
cost- effective products manufactured by diverse and small business suppliers. 
Participating Members can benefit from:  
• A wide selection of high-quality products easily identified by MBE and BE symbols  
• Products across every category - business essentials, furniture solutions, facility 
solutions and technology solutions  
• Detailed reporting and tracking of their diverse product spend 
• Expert, consultative support from their Staples Account Manager, who will identify 
opportunities to utilize these product groups and report on the Member's progress 
Please note that Staples reserves the right to implement a pricing upcharge when setting up 
a Tier One program for any participating Member. 
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41 What unique attributes does your  As Sourcewell's current contract supplier, we plan on increasing our overall value and to  
 company, your products, or your  continue offering built-in flexibility to accommodate the evolving needs of your participating  
 services offer to Sourcewell  Members. Our new proposal offers a full-service approach that contains the following  
 Members? What makes your  elements and molds them into a cohesive, cost-reducing procurement program that is  
 proposed solutions unique in your  unmatched by other suppliers in our industry: 
 industry as it applies to Sourcewell  • Worklife Solutions - Participating Members can maximize unique supplier 

consolidation  
 members? savings through our integrated product and service offering, which includes business  
  essentials, facility solutions, breakroom offerings, business furniture and interior design  
  services, pack and ship supplies, technology products and services, promotional products and  
  print and marketing services. 
  • Financial Strength - You never need to worry about us falling short or cutting corners.  
  Our leading financial position allows us to continually invest in our business and provides  
  participating Members with the confidence of working with a strong and stable supplier.  
  • Dedicated Account Team - e put together a full, dedicated team for participating  
  Members' business. Your Account Manager provides insights and recommendations on  
   worklife solutions. Your Customer Success Consultant manages your programmatic needs  
  and a Site Management team proactively ensures compliance of your program across all  
  locations. 
  • Category Expertise - Industry experts provide assessments and advice on products and  
  process efficiencies.  
  • Superior Delivery Execution - Rely on free, accurate next-business-day delivery to your  
  locations from our strategically located, state-of-the-art fulfillment centers. 
  • E-Procurement Expertise - Our website provides easy online ordering, the ability to set  
  spend limits and approval flows, line item budget center to charge orders to multiple  
  departments and transactional details to easily reconcile orders. Order management is easy  
  with shopping lists for fast reordering, order tracking, delivery notifications, free returns,  
  reporting and online bill pay. And, we have experience integrating with over 300 third-party  
  purchasing platforms.  
  • Recognized Customer Call Centers - Exceeding your expectations is our highest  
  priority. Our knowledgeable Customer Service team is ready to solve your problem in one  
  call.  
  • Largest Retail Network - Our industry-leading network of U.S. stores gives participating  
  Members easy same-day purchasing solutions. Your employees can make in-store purchases  
  and receive your customer pricing for both office supplies and a full range of print solutions  
  on marketing and print services. Or, use our Buy Online, Pick Up in Store option, and your  
  items will normally be available for pick up in less than one hour. 
  • Managed Print Services - DEX Imaging is completely unique in its approach to  
  manage print. we offer multiple programs in managed print to accommodate the various  
  types of organizations and buying strategies. The programs listed within this RFP are by  
  themselves incredibly flexible, and our ability to cross pollinate between these programs is  
  what truly separates us from the competition. This flexibility allows us to partner with any  
  organization regardless of structure and/or financial limitation. 
  • Incentives & Recognition - Staples Promotional Products' incentive and recognition  
  offering is a full-service program built around strategy, technology, execution and ROI  
  measurement. It is the pairing of these services and the people who bring them to clients  
  that creates differentiation. Providing counsel on the best approach and the best way to  
  invest funds in an incentive program means we will counsel you on methods that save you  
  money as well. we can offer participating Members multiple economical options to meet 

their  
  requirements.  
  • Corporate Responsibility - e are committed to corporate responsibility and recognize  
  the close connection between our success and our efforts in the areas of environmental  
  sustainability, ethics, diversity and community.  
  • Worklife Magazine - In 2019, we launched the first issue of our quarterly magazine,  
  Staples Worklife. Available online and in print, this magazine is for professionals and offers  
  insights, ideas and practical know-how for decision-makers and problem-solvers. It features  
  exclusive interviews with today's trailblazers and articles written by business and productivity  
  experts.  
   With Staples, our focus is our customers' worklife needs. Sourcewell participating 

Members  
  can rely on expertise that helps them make smarter purchasing decisions. ith the  
  introduction of our new innovative products we offer tools and systems that help drive  
  solutions in business essentials, breakroom, facilities, technology and furniture. 
  • Tru Red - Thoughtfully designed business essentials to help you work, create and  
  innovate better. Quality tested and engineered to last. 
  • NXT Technologies - Tech products to keep your teams connected and productive -  
  whether they're at the office or the airport, a coffeehouse or the couch. 
  • Coastwide Professional - Professional-grade facility and ship and pack supplies built to  
  spec and made to perform, with no wasted product or labor. 
  • Perk - Breakroom essentials designed with quality, value and just the right touch of  
  personality to bring fun and energy to break time. 
  • Union & Scale - urniture and decor that work together in perfect harmony. There's a  
  collection for every style and work style. 
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43 Do warranties cover all products, parts, and labor? Supplier expressly warrants that it will provide Buyer with pass-through of all 
manufacturers' warranties for all office products sold to Buyer. Supplier 
expressly warrants that all Supplier-branded Office Products provided by it 
are: (1) merchantable; (2) of good quality and workmanship; (3) free from 
defects, latent or patent, in material, design, and workmanship for whichever 
period is shorter, either (a) one year from the date of purchase, or (b) as 
otherwise specified on the packaging of the Office Products; (4) fit, sufficient 
and safe for their intended purpose and for the particular purpose for which 
they were designed; and (5) in conformity with Supplier's samples, if any. 
CUSTOM-IMPRINTED PRODUCTS 
Prior to Supplier's production of custom products such as print or  
promotional items and items which contain a corporate or personal logo, 
name or other marking of Buyer (hereinafter "Print Products"), Supplier shall 
submit to Buyer samples or an appropriate proof of each item, for Buyer's 
written approval of the Print Products. Buyer agrees to promptly review any 
items submitted to Buyer for approval under this section. 
Supplier warrants that Print Products in their unaltered, unmodified form are 
free from defects in design, workmanship and materials and are in 
compliance with the specifications agreed to by the Parties. In the event any 
defects in design, workmanship or materials, or material deviation from the 
specifications or claims made by Supplier, are discovered by Buyer, Buyer's 
sole and exclusive remedy shall be, at Supplier's sole election, for Supplier 
to replace the defective Print Product at Supplier's expense or to credit 
Buyer's account for the net amount actually paid by Buyer to Supplier for the 
applicable Print Product, provided that Supplier is reasonably certain that the 
warranty claim is valid and was not caused by Buyer.  
The following terms apply when Members provide content for Staples to 
reproduce:  
Buyer Warranty. Buyer represents and warrants that it owns or has the right  
and license to use, adapt and reproduce Buyer Property. Buyer represents 
and warrants that Buyer Property shall not infringe or misappropriate any 
patent, trademark, trade secret, mask work, copyright, design or any other 
proprietary right of any third party, and complies with all applicable federal, 
state and local laws, regulations, and rules. Buyer grants to Supplier a non- 
exclusive, worldwide, royalty-free and fully paid up right and license to use, 
reproduce and incorporate Buyer Property solely in connection with Supplier's 
obligations hereunder. Supplier acknowledges that, as between Supplier and 
Buyer, Buyer owns, controls and shall retain all ownership rights in and to 
Buyer Property. All proprietary rights and goodwill in the Buyer Property shall 
inure to the benefit of Buyer and not Supplier. Supplier shall acquire no 
intellectual property rights in the Buyer Property by reason of its use thereof, 
and if, by operation of law, or otherwise, Supplier is deemed to, or appears 
to, own any intellectual property in the Buyer Property, Supplier shall, at 
Buyer's request, execute any and all documents necessary to confirm or 
otherwise establish Buyer's rights therein. Buyer acknowledges that, as 
between Supplier and Buyer, Supplier owns, controls and shall retain all 
ownership rights in and to Supplier's proprietary systems and business 
processes and any designs, artwork, prototypes, or other materials prepared 
or produced by or for Supplier. 
Buyer's Property means the trade names, logos, artwork, forms, trademarks, 
copyrights, trade devices, trade dress, service marks, symbols, abbreviations, 
registered marks, indicia of ownership, information, representations, 
descriptions, classifications, characterizations, statements, or language 
contained in or on any print or electronic content or materials provided to 
Supplier by Buyer in connection with Supplier's performance hereunder. 
To the extent permitted by applicable law, Buyer shall indemnify, defend and 
hold harmless Supplier for any third party claims, suits, judgments, and costs  
instituted  or  recovered  against  Staples  for  any alleged  or  actual infringement  
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  of any patent, copyright, trademark, trade secret or other intellectual property 
or other rights of a third party resulting from (i) Buyer's breach of Buyer's 
warranty related to Buyer Property; or (ii) Supplier's use of Buyer Property in 
accordance with the specifications provided by Buyer.  
SERVICES ARRANTY  
Supplier warrants that the Services shall meet or exceed generally accepted 
standards in the industry and shall meet any required specifications mutually 
agreed upon by Supplier and Buyer. Staples' labor services are warrantied 
for one year. 
MANAGED PRINT SERVICES 
Each of the programs contract includes supplies, service/maintenance, and 
parts. DEX Imaging also offers a Lifetime Performance Guarantee on all 
products and services. Provided that equipment is maintained and serviced 
under a DEX Equipment Maintenance & Supply Agreement (EMS), DEX 
Imaging guarantees it. If a unit is not performing up to manufacturer 
specifications/expectations and DEX Imaging is unable to repair the unit, it 
will be replaced at no charge.  
GENERAL ARRANTY DISCLAIMER 
These warranties are exclusive and in lieu of all others, whether oral or 
written, express or implied. Supplier specifically disclaims any and all implied 
warranties, including, without limitation, any implied warranties of 
merchantability and/or fitness for a particular purpose. 

 

47  Will you cover warranty service for items made by 
other manufacturers that are part of your proposal, 
or are these warranties issues typically passed on 
to the original equipment manufacturer? 

 or products purchased through Staples, all manufacturer warranties are 
passed on to the Member and upheld. Staples will reasonably assist in 
coordinating the repair or replacement of the product by the manufacturer. 
Please see our response to Question 43 for more details.  
MANAGED PRINT SERVICES 
Service is included on all print devices covered under your MPS contract. 
DEX Imaging performance guarantee extends beyond manufacturer warranty. 
Please see our response to Question 43 for more details. 

 
 

 
  

48  What are your proposed exchange and return 
programs and policies? 

If for any reason you are not  completely  satisfied  with  a  product  purchased 
from Staples, you may return  it within  the  applicable return  period.  e  will 
gladly accept returns of a product in resalable condition with its complete and 
original manufacturers' packaging intact and undamaged, including Universal 
Product Code (UPC), manuals and parts and a copy of the packing slip.  
At any time, you can call our Customer Service team to submit a return or 
use our no-hassle online return process offered through 
StaplesAdvantage.com. Your delivery driver will pick up the returned item, so 
no shipping expense is required from you. Credit for returned items is issued 
once the items are received at the Staples fulfillment center. Typically, returns 
are picked up within 1 to 5 business days and the credit is released within  
24 to 48 hours after receipt of the items.  
RETURN PERIODS BY PRODUCT 
• Office Supplies, School Supplies and Facilities Supplies - 30 Days 
• Software (unopened) - 30 Days 
• Opened or defective software may be exchanged for the same title and 
version within 30 calendar days of receiving the software. 
•     Technology Items and Business Machines - 14  Days 
• Furniture - 14 Days after delivery (Only products in new condition, 
unassembled and in original packaging are eligible for return. A restocking 
fee may apply. Special-order or non-stocked furniture is not returnable, unless 
such products arrive damaged or defective.) 
• Non-Stock Products - Not returnable unless damaged/defective (within 
30 days) 
• Custom-Imprinted Products - Not returnable unless damaged/defective 
 ACILITY SUPPLIES & EQUIPMENT 
 We gladly accept the return of stock merchandise within 30 days from the 
date of delivery. Large orders and merchandise returned after 30 days may 
be subject to a restocking fee. Additional charges may be incurred for 
shipping and handling of hazardous or oversized materials. Partial cartons of 
hazardous materials cannot be returned. Equipment, including custom 
configured equipment, returns are subject to applicable manufacturer terms 
and restrictions. 
 URNITURE 
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  If for any reason you aren't completely satisfied with a furniture product, or if         
a product arrives damaged or is found to be defective, you may request to 
return it within 14 days of its delivery. Sourcewell participating Members can 
contact your Customer Service team to initiate the return  process.  The 
product must be returned to Staples with its complete and original packaging 
intact (original UPC code, packaging materials, instructions, manuals, etc.). 
Special order, customized, manufacturer-direct shipped or assembled items 
are not returnable, unless such products arrive damaged or defective. 
PRINT & MARKETING SERVICES 
Custom imprinted products are not returnable unless damaged or defective. 
These items may include, but are not limited to, all business cards, business 
forms, letterhead, promotional products, products customized per customer's 
specifications and products that have been imprinted with the customer's 
trademark, trade name, service mark and/or logo. Staples can work with 
participating Members throughout the design and proofing process to ensure 
your print products match your exact specifications. e conduct a thorough 
analysis of all damaged or defective products to ensure quality issues are 
corrected at our production facilities. 
PROMOTIONAL PRODUCTS 
Should a product arrive damaged or defective, please contact our 
Promotional Products Customer Care team to report it within 48 hours of 
receipt. Based on the specific damage or defect, Staples will either replace 
the item or issue a credit to your account. e conduct a thorough analysis  
of all damaged or defective products to ensure quality issues are corrected 
at our production facilities. 
TECHNOLOGY PRODUCTS 
At any time, Sourcewell participating Members can contact your Staples 
Technology Solutions (STS) Customer Service Representative for a Return 
Authorization (RA) number before returning any product. All 
returns/replacements must be in their original packaging and in resalable 
condition. We are unable to accept returns of non-stock, obsolete or special- 
order items that were ordered incorrectly. If product is being returned due to 
an error by STS, our Customer Service Department will provide a return 
authorization (RA) number and call tag to pick up the product. Returns of 
certain IT hardware are governed by the policies for return supported by the 
distribution source and manufacturers used. These may limit returns of non- 
defective items to a certain time period. They may limit returns of items once 
opened. They may include specific restocking fees. STS will actively work on 
behalf of Sourcewell to minimize and mitigate the impact of these limits and 
fees. We will ship replacement product on the same day that STS is made 
aware of the situation, as long as it is prior to 3:00 p.m. EST. 
MANAGED PRINT SERVICES 
DEX Imaging offers multiple programs which gives us the ability to provide a 
replacement or service loaner machine, if existing isn't operating up to 
standard, under our Performance Guarantee. Our rental programs also allow 
flexibility to change equipment if your environment circumstances change -  
i.e. you can swap out a Mono Printer for a Color Printer. Our Hot Spot 
Program is also available for devices that are under rental. Under this 
program, devices can be replaced on the fly, keeping critical areas at a 
99.9% uptime.  
DAMAGED/DE ECTIVE ITEMS 
Please call your Customer Service team to return damaged or defective 
products. Your account will be credited when returned merchandise is 
received back into inventory. e conduct a thorough analysis of all damaged 
or defective products to ensure that our manufacturers correct any quality 
issues.  
IMPORTANT NOTES ABOUT ALL RETURNS 
• Non-defective dated goods such as forms, batteries, film, toner and ink 
cartridges are subject to approval and require a Return Authorization for credit. 
• Calendars cannot be returned after January 31 of the year to which they 
correspond. 
• or health and safety reasons, food, beverages, first aid and medical 
products cannot be returned. 
• or similar reasons, janitorial and sanitation products (such as cleaning 
chemicals) can only be returned in unopened and unaltered original case 
quantities and packaging. 
•  Products purchased in bulk, including those intended to be used during 
a orld Health Organization epidemic or pandemic alert, are subject to 
review prior to return. 
• Neither party shall be liable for any consequential, incidental, special or 
exemplary damages arising out of or in connection with the sale, delivery, 
use or performance of the product. In no event shall Staples be liable 
(whether in contract, tort or otherwise) for damages arising out of or relating 
to a breach of any warranty or the sales, delivery, installation, use or 
performance of the product that exceed the purchase price of the product. 
• Additional charges may be incurred for the shipping and handling of  
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  products classified as hazardous or oversized materials. Partial cartons or 
opened containers of hazardous materials cannot be returned. It is your 
responsibility to ensure the products are used and disposed of in accordance 
with all applicable federal, state, county and local laws and regulations, 
including environmental rules and regulations. 

 

 

50 Describe any performance standards or guarantees 
that apply to your services (back-orders, retired 
products, substitutions, order delays or problems, 
metrics, etc.). 

Delivering your order complete, correct, undamaged and on-time is as 
important to us as it is to you. Our Supply Chain Quality Assurance team 
partners cross-functionally within the Staples organization to drive an 
outstanding customer experience. This means we strive for orders to be 
picked complete and correct, delivered on-time to the correct location, without 
damages or defects, every day. The Staples' Supply Chain Quality Program 
includes: 
• Quality Assurance Supervisors and Leads located in each of our 
fulfillment centers to drive process improvements 
• A central Supply Chain Quality Assurance team that develops tools and 
processes to help local Quality Assurance teams identify and address defects 
within the order fulfillment process 
• Conducting weekly interactive and cross-functional collaboration forums to 
share best demonstrated practices and trends within the business 
• Tracking key metrics on a daily, weekly and monthly basis 
THE PROO IS IN THE NUMBERS 
 e track a variety of metrics to measure quality and service throughout our 
fulfillment and delivery operations. 
• ill Rate - Calculated as the percentage of in-stock items shipped from 
your primary fulfillment center. Our fill rate for 2018 was 97.1%. 
• Missing & Wrong Rate - Calculated as the percentage of total orders 
with an error. e count each issue within one order as separate errors. Our 
missing and wrong rate for 2018 was 0.37%. 
• Returns Rate - Calculated as the percentage of returns placed. hen 
returns occur, we have processes in place to credit you quickly. Our returns 
rate for 2018 was 1.45%. 
• Delivered by Date Confirmed - Calculated as the percent of fulfilled 
shipments (excluding dropship) where all cartons were delivered on or before 
the date promised at order confirmation. Our delivered by date confirmed 
rate for 2018 was 92%. 
If quality levels fall below expectations, we use a combination of root cause 
analysis and process improvement techniques to identify and resolve the 
problem. Our continuous improvement processes have resulted in year-over- 
year quality level improvement. 
BACKORDERS 
Staples goes to great lengths to stock the right assortment of products to 
meet our customers' needs. e use sophisticated inventory models to ensure 
that items are stocked in the right fulfillment centers and in the right   
quantities. e continuously gather customer input to determine which products 
to include in future stocking models, including the slower moving but  
necessary ones.  
Staples' fulfillment logic can source an item from the next closest fulfillment 
center or a wholesaler when an item is temporarily out of stock. This platform 
technology allows Staples to fulfill a high percentage of orders immediately. 
Orders filled by wholesalers are married up with your Staples orders for 
seamless, on-time delivery. During the implementation process, Staples can 
work with participating Members to eliminate wholesale items from your core 
list to offer the best selection of items at the optimal price. 
Users on StaplesAdvantage.com can also confirm that an item will be 
delivered the next business day by viewing the Expected Delivery Date 
notification which automatically displays per item during check out. The 
checkout page displays a banner when there's an out of stock item. This 
provides the end user with the opportunity to choose a replacement the item, 
if preferred. 
 hen backorder situations occur, customers receive an email notification 
alerting them of the delay and of the expected delivery date. 
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51  What are your payment terms (e.g., net 10, net 
30)? 

Staples' standard payment terms are Net 30 days. Each participating Member 
will remit all invoice payments, including all taxes on its product purchases to 
Staples in thirty (30) calendar days from receipt of invoice, unless otherwise 
agreed to in writing by Staples and Member. In the event a participating 
Member fails to comply in any material respect with the foregoing payment 
terms, Staples may, at its sole discretion and in addition to any other right or 
remedy available under applicable law or in equity, immediately suspend all 
deliveries to such Member's location(s) by written notice to such 
participating Member and to Sourcewell. 
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53 Briefly describe your proposed order process. 
Include enough detail to support your ability to 
report quarterly sales to Sourcewell as described 
in the Contract template.  
 For example, indicate whether your dealer 
network is included in your response and whether 
each dealer (or some other entity) will process the 
Sourcewell Members' purchase orders. 

Staples operates as a reseller/distributor and does not have a dealer 
network. Our key business goals center on helping our customers simplify the 
ordering process, eliminating hidden costs in the procurement process and 
enhancing delivery accuracy. We offer a variety of ordering methods to 
achieve these goals: 
• Online via StaplesAdvantage.com 
• Mobile App 
• Electronic Data Interchange (EDI) 
• Third-party interface 
•   Buy Online, Pick Up in Store 
• Telephone (toll-free number) ORDER UL 
ILLMENT PROCESS 
1) Order Placement - Once Staples receive the participating Member's 
order, it is entered into our order management system. Our system 
manages customer requirements and validates each order as it is 
placed. 
2) Order Sourcing & Routing - Once in our system, the order goes 
through a standardized process that determines how to fill the order. The 
system chooses the best location to source the item, either from the 
primary or secondary fulfillment center or from a wholesaler - whichever will 
provide the shortest delivery time for the customer.  
3)  Box Creation - Next, the warehouse management system creates the 
optimal box size for each order. Our system analyzes the dimension and 
weight of each product to ensure their order is protected against damages 
without excess packaging material. Each carton receives a unique barcode 
to track it throughout the order cycle in our package tracking system.  
4) Order Picking & Quality  Control  -  fulfillment  associates  pick orders, 
inspect for quality and pack orders for shipment. Methods for picking orders 
include pick-to-light, robotic picking and system- generated tasks to pick 
everything from a full pallet of paper to an individual toner cartridge. 
Sophisticated conveyor systems direct cartons through the required pick zones, 
through  Quality  Control  for final inspection and then finally onto the correct truck 
for delivery. e perform regular analysis to ensure every order is a complete 
order  
- delivered the next business day, without substitutions or damaged, wrong 
or missing items.  
5) Delivery - Once the source for an order is determined, our   order 
management system determines the best method for delivery. Package 
tracking information uploads into our system once the fulfillment center 
processes the order for shipping. This tracking system reduces delays, 
errors and provides visibility to Customer Service Representatives and 
delivery associates. Customers can check the status of their orders 
through package tracking on our e- commerce site without contacting 
customer service.  
QUARTERLY REPORTING TO SOURCE ELL 
Staples understands this requirement and has the ability to provide 
quarterly reporting as requested. However, further discussion is requested 
on the distribution methods for reporting due to the size and scope of the 
metrics and transactions to be included. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  

54 Do you accept the P-card procurement and 
payment process? If so, is there any additional 
cost to Sourcewell Members for using this 
process? 

Yes. Procurement Cards (P-Cards) represented by one of the major credit 
cards (Visa, MasterCard, American Express and Discover) may be used at 
the time of purchase. However, P-cards may not be used to pay invoices. 
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55 Describe your pricing model (e.g., line-item 
discounts or product-category discounts). Provide 
detailed pricing data (including standard or list 
pricing and the Sourcewell discounted price) on all 
of the items that you want Sourcewell to consider 
as part of your R P response. If applicable, 
provide a SKU for each item in your proposal. 
Upload your pricing materials (if applicable) in the 
document upload section of your response. 

Staples proposed pricing model is designed to take advantage of our 
industry leading assortment of products, equipment and services. The 
offering includes a large number of net priced items on the Core List that 
facilitates price stability on office supplies, school supplies, facility solutions, 
breakroom products, technology products, furniture and other business 
essential supplies.  
Additionally, there is pricing for services and manufactured items like managed 
print services, promotional products, and printing. Rounding out the offering is 
non-core pricing that will take advantage of leveraging Staples' strength as 
one of the largest sellers of office supplies on the Internet. 
Today, market-based pricing provides full visibility and disclosure of pricing. 
Successful online sellers like Staples invest in systems and intelligence 
gathering to strive to ensure that market-based prices are set and 
maintained in a market-competitive structure. 
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56 Quantify the pricing discount represented by the 
pricing  

Staples proposes the following pricing structure: 

 proposal in this response. For example, if the 
pricing in  

Core List. The "Core List" represents net priced items which are  

 your response represents a percentage discount 
from MSRP  

inclusive of those products predicted to be the most commonly used  

 or list, state the percentage or percentage range. products by Sourcewell and its participating Members. Prices for  
  Core List items provided under this contract are set forth in Exhibit 1. 
  The prices for Core List Items, excluding Premium Products may be  
  updated biannually on August 1st and February 1st of each year  
  during the term that this contract in effect. Staples may request a  
  price change adjustment for Core List items by submitting a price  
  change addendum to Sourcewell thirty (30) days prior to August 1st  
  and February 1st to reflect changes in stock availability, market  
  conditions, buying expense, tariffs and other factors that affect the  
  overall cost of such items.  
  The prices for Premium Products may be updated quarterly of each  
  year during the term that this contract in effect. Premium Products  
  are defined as toner, ink, IT hardware, copy paper and furniture that  
  Members purchase from Staples. 
  Extraordinary Market Events. Staples reserves the right to reasonably  
  adjust a Core Item's price if extraordinary market events require  
  immediate adjustment (e.g., shortages, trade disputes, natural  
  disasters, etc.) and to adjust pricing with the impact of tariffs,  
  customs, or duties imposed on products. Any such adjustments shall  
  be noticed to Sourcewell with thirty (30) days prior written notice  
  accompanied by supporting documentation. Staples will work with  
  Sourcewell and affected Members to identify alternative products to  
  mitigate the impact of the foregoing where possible. 
  Updated Items. or purposes of contract management, Staples may  
  provide to Sourcewell an updated report no more than once a  
  calendar quarter, which shall identify the SKU numbers and prices for  
  the new items that Staples and Sourcewell have added, as well as  
  SKU numbers for items that have been removed from the from the  
  Core List. Staples may from time to time propose substitutions to  
  Core Items. Sourcewell agrees that it will not unreasonably withhold  
  its consent. 
  Custom Pricing; Rebates & Incentives; Other Terms. Staples may  
  offer additional pricing discounts, rebates and/or incentives to an  
  individual participating Member based upon commitments and  
  variables that may include, but not limited to, Member size and  
  scope, geography, purchase volume, guarantees, logistical expenses,  
  manufacturer support, specific product usage and other contractual  
  terms/requirements. Members receiving custom pricing or incentives  
  may be required to sign a Participation Agreement with Staples.  
  Non-Core Items. The prices for Non-Core Items shall appear on  
  StaplesAdvantage.com and shall be adjusted to reflect changes in  
  stock availability, market conditions, buying expense, and other  
  factors that affect the overall cost of the Non-Core Items.  
  Notwithstanding anything to the contrary, Non-Core Items are not  
  subject to customer audit or any pricing guarantee, nor shall Non- 
  Core Items be subject to the Change Request process set forth in  
  this Section 4. 
  Sourced Goods. Members may request certain goods that are non- 
  stock or custom in nature. The prices for Sourced Goods shall be  
  those prices that appear on the ordering platform at time of order,  
  or as otherwise established between Staples and the applicable  
  participating Member at the time the order is placed. Sourced  
  Goods may include additional delivery or handling charges that would  
  be the responsibility of the ordering Member. 
  Pricing Exhibits. Please see our Pricing Exhibits for pricing details  
  on the following categories:  
  • Exhibit 1 - Core List Pricing 
  • Exhibit 2 - Print & Copy Program 
  • Exhibit 3 - Promotional Products Program 
  • Exhibit 4 - Staples Technology Solutions 
  • Exhibit 5A - Managed Print Services Capabilities 
  • Exhibit 5B - Managed Print Services Pricing 
  • Exhibit 5C - Managed Print Services Sample Agreement 
  Tier One Diversity Program. Staples reserves the right to implement  
  a pricing upcharge when setting up a Tier One program for any  
  Participating Member to reflect the additional cost of the diversity  
  supplier's program. 
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57 Describe any quantity or volume discounts or rebate 
programs that you offer. 

Our  proposal reflects updated attributes related to pricing, rebates  
and incentives based on our experience with Sourcewell participating 
Members' behaviors and desires, as well as market conditions. 
Staples may offer additional pricing discounts and/or incentives to an 
individual participating Member based upon commitments and 
variables that may include, but not limited to,  Member  size  and 
scope, geography, purchase volume, guarantees, logistical expenses, 
manufacturer support, specific product usage and other contractual 
terms/requirements. Members receiving custom pricing or incentives 
may be required to sign a Participation Agreement with Staples. 

 
 
 

 
  

58 Propose a method of facilitating "sourced" products or 
related services, which may be referred to as "open market" 
items or "nonstandard options". or example, you may 
supply such items "at cost" or "at cost plus a percentage," 
or you may supply a quote for each such request. 

Staples customers frequently request we source goods and services 
on their behalf that could be non-stock or custom in nature and are 
within the scope of our sourcing and distribution capabilities. Staples 
will also facilitate access to these "Sourced Goods" and services to 
Sourcewell and its participating Members. 
Despite having hundreds of thousands of items available through our 
e-commerce site, Staples customers often have unique product 
sourcing needs that range from forklifts to industry-specific proprietary 
items. To fulfill these unique requests for our customers, Staples 
maintains a highly specialized non-stock procurement team available 
to assist our customers with these unique requests. Users can 
submit special order requests directly through our e-commerce site 
or through your Staples Account Manager. The non-stock procurement 
team works diligently to fulfill your product needs quickly and at the 
lowest possible cost. 
The prices for Sourced Goods shall be those prices that appear on 
the ordering platform at time of order, or as otherwise established 
between Staples and the applicable participating Member at the time 
the order is placed. Sourced Goods may include additional delivery 
or handling charges that would be the responsibility of the ordering 
Member. 

 
 
 
 
 
 
 
 
 
  

59 Identify any element of the total cost of acquisition that is 
NOT included in the pricing submitted with your response. 
This includes all additional charges associated with a 
purchase that are not directly identified as freight or 
shipping charges. or example, list costs for items like pre- 
delivery inspection, installation, set up, mandatory training, or 
initial inspection. Identify any parties that impose such costs 
and their relationship to the Proposer. 

There may be additional services available which are associated 
with certain products, including, but not limited to: furniture, facilities, 
technology, or water/coffee dispensers, etc. which at the option of the 
Member may be purchased or leased at the time of 
order/agreement. The costs for such services shall be paid to 
Staples by the Sourcewell Member. Additionally, there may be some 
items, typically furniture, where there may be an additional fee   
charge by the manufacturers that will be passed along to the   
ordering participating Member. 

 
 
 

  

60 If freight, delivery, or shipping is an additional cost to the 
Sourcewell Member, describe in detail the complete freight, 
shipping, and delivery program. 

Staples does not apply additional charges or fees for standard 
delivery. However, there are some special exceptions where a 
delivery or special handling fee may apply. Most fees will be 
displayed in your shopping cart on StaplesAdvantage.com upon 
ordering.  
Common delivery exceptions that require a surcharge include: 
• Furniture unpacking or assembly 
o Stair Carry for upper floor inside deliveries (lack of freight 
elevator or access to same) 
o Handling support for facilities that do not operate a fully 
functioning dock 
• Expedited deliveries 
• Deliveries outside Staples' standard distribution area (Alaska 
and Hawaii) 
• Bulky, fragile, or heavy items such as fireproof file cabinets, 
cases of water, soda, ice melt and chemicals 
• Or as otherwise indicated on our website at the time of 
purchase. 
Surcharges are calculated on a per-order basis. Freight will be 
listed as a line item charge for all Staples Promotional Products 
orders. 
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62 Describe any unique distribution and/or delivery methods or 
options offered in your proposal. 

Staples delivers an average of 675,000 cartons per day. Our delivery 
experience, combined with our advanced distribution network, makes 
us the industry leader.  e recently increased the square footage  
across our 24 strategically located fulfillment centers, ensuring we 
have more product in stock for next-business-day deliveries. 
Staples uses a combination of our own fleet, national delivery  
services, Staples-exclusive carriers and third-party couriers to ensure 
the fastest, most efficient delivery options for our customers. Our third- 
party couriers undergo a rigorous evaluation process and we require 
them to meet our customers' service level agreements. Staples 
couriers are selected based on the caliber of their management and 
delivery drivers, their equipment and, more specifically, their ability to 
provide timely and excellent customer service.  
PREMIUM DELIVERY OPTIONS 
As part of each participating Member's account setup, we may meet  
to discuss the individual needs and develop delivery protocols that 
make it easy to do business with Staples. Our normal delivery hours 
are 8:00 a.m. to 5:00 p.m. local time, Monday through riday. 
Requests for premium delivery service are vetted by our internal 
transportation team prior to approval. Examples of delivery service 
exceptions we have approved in the past include: 
• Specific delivery windows (before noon, after 10:00 a.m., etc.) 
• Desktop delivery (desk to desk) 
• Inside delivery (specific floor) 
• Mailroom delivery (by floor) 
• Delivery to copy areas (where we leave a fixed number of  
cases of paper per mailroom, in some cases, stocking the shelves) 
• Loading boxes through an X-ray machine prior to making 
delivery 
Additional costs may apply for premium services and is customized 
based on each participating Member's specific requirements. 
SAME-DAY DELIVERIES 
Same-business-day delivery can be investigated as a possibility by 
contacting Staples Customer Service. To ensure all appropriate 
process checks are completed, we recommend a cut-off time of   
11:30 a.m. local time. To account for added transportation costs and 
courier fees incurred on our  end, we do require a separate charge   
for same-business-day requests. 
Our industry-leading network of U.S. stores gives participating 
Members easy same-day purchasing solutions. Your employees can 
make in-store purchases and receive your customer pricing for both 
office supplies and a full range of print and marketing solutions. Or, 
use our Buy Online, Pick Up in Store option, and your items will be 
available for pickup in less than one hour. 
There are some exceptions to same-day delivery service. The 
delivery location must be within 50 miles of a Staples fulfillment 
center. Further, the fulfillment center must have the capacity to handle 
the request that day. In addition, the following items cannot be 
delivered same day:  
• Furniture 
• HAZMAT items (this includes items that contain Lithium 
batteries)  
• Liquid 
• Food and beverage items 
• Custom items 
• Drop ship or special-order items 
• Orders containing more than six SKUs 
BUY ONLINE, PICK UP IN STORE 
Participating Members can purchase a wide variety of items on 
StaplesAdvantage.com and pick their items up in one hour or less 
at any of our U.S. retail stores. This allows your users to buy within 
your established purchasing program, with your contract rules and 
pricing, for same-day purchases. Users can even filter by Pick Up in 
Store to make those emergency purchases quicker. 
PRINT TO STORE 
Participating Members can also use Staples' Print to Store option to 
print directly from their computer to any Staples retail location for 
pickup. rom black & white or color printing to binding and booklet 
options, Print to Store offers more than 2,000 finishing configurations 
for your employees' printing needs. Print to Store bills directly to 
your Staples account, ensuring compliance and more robust tracking 
while providing easy, on-the-go printing services for your remote and 
traveling employees.  
Participating Members can upload and reconfigure their documents, 
save their files for future reordering and proof all orders online 
before submitting. At any time, they can submit their orders right 
from their desktop to Staples, with delivery to any Staples retail 
location. 
STAPLES PROMOTIONAL PRODUCTS 
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Staples Promotional Products has a 500,000 square foot contract 
decoration and distribution center in Orange City, IA. This facility 
does embroidery, screen print, laser engraving, digital heat transfer, 
and more. e have pick-to-voice technology and use a pack-right 
shipping system to cut boxes to the order size. Our facility is 
centrally located for distribution throughout the U.S. e also use  
 edEx as our preferred shipper but can utilize any ma or carrier 
service. As of 2019, it's also moved to achieve zero waste to landfill 
status. 

 
Line 
Item 

Question Response * 
 

64 Specifically describe any self-audit process or program that 
you plan to employ to verify compliance with your proposed 
Contract with Sourcewell. This process includes ensuring that 
Sourcewell Members obtain the proper pricing, that the 
Vendor reports all sales under the Contract each quarter, 
and that the Vendor remits the proper administrative fee to 
Sourcewell. 

At Staples, we take our national contract obligations seriously.  
We have a long history of providing accurate pricing and conducting 
compliance audits with Sourcewell and its participating Members. To 
maintain contract compliance, we continually verify our pricing data 
and hold ourselves accountable to the highest internal pricing 
standards. As such, we have multiple processes in place to ensure 
pricing accuracy and consistency. or example, national contract 
pricing is managed and maintained by a single, knowledgeable and 
experienced pricing team. This ensures that all pricing is consistent 
with the contract terms and requirements. e also review pricing on a 
regular basis and compare it to the contract pricing requirements. 
This further guarantees that your participating Members receive 
pricing that is consistent.  
Staples may also work with manufacturers to frequently spot- 
check and audit pricing and discounts that are applied to customer 
orders. Additional audits and periodic pricing checks may be 
conducted randomly throughout the term of the contract to add an 
extra level of protection and audit control as deemed necessary to 
maintain our pricing integrity. 
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Line 
Item 

Feature Yes I No * Description 
 

66 Display item description, 
catalog price, contract price, 
and photo (if applicable) 

Yes 

No 

StaplesAdvantage.com displays item description, photos and the participating 
Members' contract pricing. However, the site does not show catalog pricing. All 
products include images, full description and detailed product specifications, with 
partial graphic support for wholesaler items on StaplesAdvantage.com. 

 

67 Enhanced catalog content 
(stock availability, 
ship/delivery date, product 
reviews, filters, comparable, 
etc.) 

Yes 

No 

Search by keyword or item number for a summary of categories and top-ranking 
items that match your criteria. Narrow results by category, brand or your recently 
purchased items. Advanced search with auto-suggest terms to find what you want fast 
and the ability to add to your cart from search to save time. 

 

68 Order tracking and order 
history 

Yes 

No 

Members can view details on all orders placed in the past 90 days, track your 
orders and view proof of delivery. 

 

69 Customized member portal 
or punchout 

Yes 

No 

Members can customize their platform with special instructions and messages to keep 
users in program compliance. 

 

70 Member preferred products 
listing 

Yes 

No 

Depending on the situation, Staples may identify preferred items with a customizable 
On Contract or Core Item icon that can contain your own message. or example, 
individual participating Members can opt for it to display (Member) Contract Item 
instead of On Contract. This message will appear with the icon wherever product 
information is displayed. Users will see the icon on product pages, shopping lists, 
shopping carts and order status screens. Members can also click the heart icon on 
product tiles and pages to easily add items to a shared or personal shopping list 
that can be made a favorite. 

 

71 Member blocked item 
removal 

Yes 

No 

Upon mutual agreement between the participating Member and Staples.  

72 Multiple ship-to locations Yes 

No 

User and Location Management allows Members to easily add new users, supervisors 
and account administrators and remove or add shipping locations associated with 
user profiles. 

 

73 Display of eco-label or 
green certifications or 
attributes 

Yes 

No 

Eco-conscious and recycled items are identified with icons on our search pages and 
item descriptions, making them easy to find from any search or shopping list. 

 

74 Search by eco-label or 
green certifications or 
attributes 

Yes 

No 

Eco-conscious and recycled items are identified with icons on our search pages and 
item descriptions, making them easy to find from any search or shopping list. 

 

75 Tiered approvals Yes 

No 

Members can establish spending limits and approval routing to track account 
expenditures by user and department. 

 

76 Help function Yes 

No 

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

 

77 Live chat Yes 

No 

Our e-commerce site offers a proactive chat feature that helps users quickly find the 
products they need by interacting with a live agent. This feature helps reduce the   
time spent searching for and comparing products. By providing more product 
intelligence prior to purchasing, live chat also decreases returns and helps ensure the 
best product solution is selected for the purchaser. 

 

78 Integration with member 
eProcurement/ERP platforms 

Yes 

No 

Staples has experience integrating with over 300 third-party purchasing platforms.  

 
Line 
Item 

Question Response * 
 

79 If you are awarded a contract, provide a 
few examples of internal metrics that will 
be tracked to measure whether you are 
having success with the contract. 

Some internal metrics used to measure success with the contract include number of 
participating Members under the contract, geographic distribution of participating 
Members, sales and number of orders by participating Member and year over year 
sales growth. Additionally, success metrics can be mutually established and measured 
in scheduled business reviews between Staples and Sourcewell. 
Having serviced Sourcewell participating Members for many years, we know that we 
need to continually raise the bar in our national contract performance. As a current 
Sourcewell awarded supplier, we commit to increasing our overall value with the built- 
in flexibility to accommodate the evolving needs of your participating Members. 
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80 If you are a dealer, distributor, or reseller,  Staples is committed to providing high quality products that last, leading to fewer  
 describe your capabilities for verification of  returns, fewer reorders and less frustration for our customers. To uphold this  
 product authenticity, quality control, and  commitment, we capture reporting and regularly audit the quality of the products we  
 documentation of custody in your supply  source from suppliers, as well as from Staples-exclusive products. Staples' strict  
 chain. product sourcing process assures that products offered are genuine by sourcing  
  products only from OEMs and authorized resellers to mitigate the risk of cloned, fake  
  or counterfeit products that could potentially put Sourcewell Members at risk. 
  ANNUAL VENDOR REVIE S 
   e only source from the most trusted and reputable suppliers in our industry,  
  including leading wholesalers and brands such as 3M, HP, Avery and HON. 
   We conduct annual vendor contract reviews to measure our suppliers' quality  
  performance. We evaluate the number of returns placed on their products as well as  
  general customer satisfaction survey feedback. At 1.45%, our low product-return rate  
  is a testament to our relentless focus on quality. 
  PAPER & OOD-BASED PRODUCT SOURCING POLICY 
  We also actively work with our key paper suppliers to ensure transparency into their  
  sourcing and production methods with respect to environmental and social  
  responsibility. The majority of our paper suppliers have achieved chain of custody  
  certification with one or more programs, including the Forest Stewardship Council  
  ( SC) and Sustainable Forestry Initiative (S I). Approximately 90% of the paper  
  products we sell by weight in the U.S. are manufactured and/or distributed by vendors  
  with SC chain of custody certification, including brands like Domtar, International  
  Paper, Georgia Pacific, Kimberly Clark, 3M, Esselte, Fellowes, Marcal and others.  
  Our Paper and Food Based Product Sourcing Policy forms the foundation of our  
  commitment to ensure the paper products we sell are sourced in an environmentally  
  and socially responsible manner. It also defines our expectations for suppliers of  
  paper-based products. The policy focuses on four key areas: 
  • Protecting forest resources and communities by seeking to source certified  
  products 
  • Reducing demand for virgin wood fiber 
  • Sourcing from suppliers committed to environmental excellence 
  • Promoting responsibly sourced paper and wood products to our customers  
  PROGRAMS & PARTNERSHIPS 
   We collaborate with a few key non-profits to help us improve paper and wood  
  product sustainability. This includes partnerships with the Rainforest Alliance on the  
  Appalachian Woodlands Alliance and various projects with the Forest Products  
   Working Group ( P G), an initiative of GreenBlue. 
  PRODUCT BRANDS EXCLUSIVE TO STAPLES QUALITY ASSURANCE 
  Product brands exclusive to Staples are subject to a comprehensive Quality  
  Assurance program that includes: 
  • Product Design - Product brands exclusive to Staples are designed to meet or  
  exceed national brand equivalent specifications. 
  • Factory Certification - Production facilities in developing countries undergo third- 
  party audits to uphold our standards for social responsibility and to guarantee  
  practices are in place to deliver quality products.  
  • Rigorous Testing & Inspection - All products are engineer-tested for quality in  
  leading independent labs. Inspectors pull samples from the production line to confirm  
  that products are manufactured to our exact specifications before they ship to our  
  warehouses. 
  • Continuous Monitoring - Throughout a product's lifecycle, inspectors pull samples  
  for follow-up lab testing to certify that the product still meets our specifications. 
  MONITORING PRODUCT QUALITY 
  On the rare occasion that a product fails to meet a Member's satisfaction, we offer  
  fast and easy resolution methods:  
  • Purchasers can return any item using our no-hassle online returns process or by  
  contacting Customer Service.  
  • We arrange driver pickup for all product returns at no cost to participating  
  Members.  
   We thoroughly analyze damaged or defective items and ensure our manufacturers  
  address the underlying quality issue. Your Staples Account Manager will share  
  corrective actions and report on progress during regular business reviews. 
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81 Describe your ability to address member  PRODUCT CERTI ICATIONS & ECO-LABELING 
 concerns related to packaging, including  Within our core product assortment, we have identified thousands of items that meet  
 product markings, safety, warnings, waste  third-party standards and certifications. This is a significant subset of our total  
 reduction, packaging toxicity, recycling  assortment of nearly 15,000 products with environmental features, which includes  
 and/or re-use, etc. products with recycled content or other design features like solar powered,  
  rechargeable and refillable. The certifications and standards we track include:  
  • AP certified non-toxic 
  • Bluesign certified clothing product 
  • BPI compostable 
  • Cradle to Cradle certified 
  • EcoLogo certified 
  • ENERGY STAR qualified 
  • EPA Comprehensive Procurement Guidelines 
  • EPA Design for the Environment (DfE) for Pesticides registered 
  • EPA Safer Choice registered 
  • EPA WaterSense certified 
  • EPEAT qualified 
  • E G verified 
  • air Trade certified 
  • Food Alliance certified 
  • Forest Stewardship Council ( SC) certified 
  • GREENGUARD certified 
  • Green Seal certified 
  • Indoor Advantage certified 
  • Level certified 
  • Made by a Certified B Corporation 
  • Made Safe certified 
  • PMA non-toxic 
  • Rainforest Alliance certified 
  • Roundtable on Sustainable Palm Oil (RSPO) certified 
  • Sustainable Forestry Initiative (S I) certified 
  • USDA Certified Biobased Product 
  • USDA Organic 
   We are continually improving our ability to capture and track products with  
  environmental certifications in our systems, as well as increase the number of  
  products that meet credible third-party environmental certifications. 
  PACKAGING OPTIMIZATION  
  To help reduce waste at Members' facilities, Staples has engineered our order  
  fulfillment process to minimize packaging and shipping materials on supply deliveries.  
  Simultaneously, we ensure that all deliveries are properly protected in order to arrive  
  to you intact.  
  • SmartSize™ - Staples has rolled out award-winning technology to the ma ority of  
  our U.S. distribution centers that tailors box sizes to the exact size of the order,  
  reducing use of corrugate and air pillows. To further reduce the environmental impact  
  of our delivery process, we use boxes made from 35% to 100% recycled material.  
  This approach to packaging results in an annual carbon footprint reduction of more  
  than 30,200 tons, equivalent to 120,000 trees. 
  • Box Logic - Our warehouse management system uses a series of algorithms  
  that automatically choose the smallest delivery box from eight standard sizes, based  
  on the combined dimensions of items in the order, reducing packaging waste.  
  • Wholesaler Initiatives - As part of our fulfillment process, Staples utilizes three  
  national wholesalers to support our product requirements. We work diligently with  
  these suppliers to confirm they are reducing shipping materials for our customers.  
  The products shipped by our wholesalers undergo similar sizing analysis by their  
  computer systems.  
  Reducing packaging waste is important to our commitment to help the environment. In  
  addition to the internal initiatives above, we're actively working with customers to  
  minimize packaging waste by reducing the frequency of small orders through order  
  consolidation. These initiatives have reduced packaging and shipping materials by up  
  to 20% for some customers.  
  PACKAGE PROTECTION 
  Staples has invested in air pillow dunnage technology to safeguard the product we  
  ship. These air pillows: 
  • Are designed to provide maximum protection with a minimum use of material,  
  reducing the amount of packaging required  
  • Can be re-used  
  • Can be deflated prior to disposal, reducing original volume by over 90%  
  • Can be recycled when given to your delivery driver or sent back when making a  
  return  
  • May be returned for recycling to local Sealed Air sites by calling the Sealed Air  
  phone number on the cushion or may be recycled commercially as #4 plastic  
  • Provide high BTU energy contents in municipal incineration 
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82 Describe your capabilities related to  Staples offers our customers a wide range of convenient no- and low-fee recycling  
 member need for collection and recycling  services. Check out Staples Recycling Services or speak with your Account Manager  
 of toner and ink cartridges, batteries,  for more details on our programs. 
 packaging, etc. • Ink & Toner Cartridges - Staples provides free delivery driver pick-up and mail- 
  back service. Simply work with your delivery driver to pick a location for regular pick- 
  up or print a mail-back label from StaplesAdvantage.com. 
  • Technology - e offer low cost options for responsible and secure technology  
  recycling including certificate of recycling and optional serial number tracking services.  
  You can order prepaid recycling kits, boxes and pallets for larger items through  
  StaplesAdvantage.com. Staples' tech recycling partner ERI Direct is e-Stewards and  
  R2 certified at all locations for responsible e-waste management practices. 
  • Furniture - Talk to your Account Manager for details on recycling,  
  decommissioning and donating office furniture. Staples customers can trade in their  
  old outdated cubicle systems and furniture to Davies for a credit towards Grade A  
  like-new remanufactured furniture by Davies from leading brands like Knoll, Steelcase,  
  Haworth and more. Alternatively, Staples can direct customers to other furniture  
  donation and recycling options like IRN. 
  • Lamps, Ballasts & Batteries - e offer mail-back recycling services on  
  StaplesAdvantage.com. Simply order the right-size container, fill it with your goods  
  and put it in the mail. Pricing is inclusive of packaging, shipping and recycling. 
  • Other Hard-to-Recycle Items - Divert hard-to-recycle waste from landfills with  
  Staples' Zero Waste Boxes. Simply fill, close and ship. StaplesAdvantage.com box  
  prices include all shipping and recycling fees. Use our Zero Waste Boxes to recycle  
  coffee pods, breakroom waste, binders, safety supplies, writing instruments and more. 
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83 Describe your capabilities or limitations 
related to ordering and/or deliveries 
(minimum order requirements, order 
consolidation, expedited shipping/delivery, 
etc.) 

According to industry research, employees making purchases outside a procurement 
program can increase operating costs by anywhere from 25% to 45%. Reducing 
maverick spend can dramatically impact the effectiveness of your procurement 
program. Staples uses multiple strategies to keep program compliance high and 
costs low. 
MINIMUM ORDER SIZE 
Unless otherwise mutually agreed to by Staples and a Sourcewell participating 
Member, Sourcewell and its Members shall have a minimum order size of $35.00 per 
order. 
ORDER CONSOLIDATION: REDUCING SMALL, INEFFICIENT ORDERS 
Industry statistics show the average cost for processing a single order transaction can 
be as high as hundreds of dollars depending on the organization and payment 
processing systems. Placing small, frequent orders incurs these costs with each order, 
which can be significantly reduced by order consolidation. We'll educate your end 
users to adopt more efficient behaviors, such as: 
• Ordering bi-weekly or monthly, instead of weekly or daily 
• Coordinating ordering with other departments 
• Determining frequently ordered items and ordering enough for a week 
• Anticipating projects that may require more supplies than usual and consolidating 
these supplies within regularly scheduled orders 
Benefits of order consolidation include: 
• Reduced order processing costs 
• Fewer deliveries and invoices to process 
• Less packaging, label and invoicing paper waste 
• CO2 savings from fewer truck deliveries 
INCREASING MEMBERS' ONLINE ORDERS 
The most efficient way for end users to order from Staples is through our e- 
commerce site or their e-procurement system. An order placed by phone costs 
Members significantly more than an order placed electronically. We'll educate 
participating Member's end users on online order placement. 
Benefits include: 
• Reduced order processing costs 
• Faster and easier ordering 
• Fewer ordering mistakes - fewer product returns 
• Real-time tracking of product delivery status 
Staples can communicate ordering best practices to their end users during the 
implementation process and on a continuous basis through client-approved customized 
flyers, newsletters and emails. 
ONLINE COMPLIANCE CONTROLS 
StaplesAdvantage.com also drives program compliance with features like: 
• The ability to customize their home page with messaging to communicate key 
program rules (such as minimum order requirements) and guide purchasers to 
preferred-item shopping lists 
• Shared or personal shopping lists populated with commonly ordered or preferred 
core items 
• Optional spending and approval controls that eliminate inefficient and costly small 
orders 
RETAIL PURCHASING PROGRAM & IN-STORE PURCHASING 
Today, customers can use the Buy Online, Pick Up in Store option and Print-to-Store 
to get what they need, when they need it for same day purchases. Or, they can take 
advantage of our Retail Purchasing Program, which ensures customers can shop in 
stores to receive their custom pricing or in-store sale price, whichever is lowest at 
the time of purchase, in any Staples store throughout the U.S. 
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