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REQUEST FOR BIDS 
BID # 19-07 

ANNUAL CONTRACT FOR OFFICE SUPPLIES 
 
 

CLOSE:    2:00 P.M., October 30, 2018 
CONTACT:   Raylan Smith, Purchasing Agent | (469) 376-4523 

 
Sealed bids in envelopes marked: BID NO. 19-07 | CLOSING OCTOBER 30, 2018 

PURCHASING AGENT OF KAUFMAN COUNTY 
100 N. WASHINGTON | KAUFMAN, TEXAS 75142 
[Include the name and address of the Bidder] 

 
Bids will be publicly opened October 30, 2018, 2:30 p.m., at the Annex Conference Room located 100 N. Washington, Kaufman, 
Texas 75142.  A tabulation of all bids received will be available, upon request, once tabulation is completed by the Purchasing 
Department. 
 
Bids are to be submitted in accordance with the attached Kaufman County specifications and “General Conditions of Bidding” 
attached hereto.  Each bidder is required to fill in every blank; failure to do so may be used as basis for rejection of bid. 
 
The contract shall contain a renewal option for four additional one-year periods subject to General Conditions of bidding, paragraph 
No. 12 “Renewal Options”, attached hereto. 
 
Kaufman County Commissioners’ Court reserves the right to reject any or all bids, to waive formalities, or to proceed otherwise 
when in the best interest of the County. 
 
Bidder shall clearly denote any deviation from specifications outlined in the document.  Absence of such comment shall imply 
compliance with specifications.  Failure to deliver or provide items listed in these specifications may result in adjusted payment by 
buyer. 
 
Name: ___________________________________________ Phone Number:  (_____)_____-________________ of the person 
to contact when release is made from contract. 
 
THE UNDERSIGNED HEREBY OFFERS TO FURNISH AND DELIVER THE ARTICLES OR SERVICES AS SPECIFIED AT THE PRICES AND TERMS STATED HEREIN, AND IN 
STRICT ACCORDANCE WITH THE SPECIFICATIONS AND GENERAL CONDITIONS OF BIDDING, ALL OF WHICH ARE MADE A PART OF THIS OFFER.  THIS OFFER IS NOT 
SUBJECT TO WITHDRAWAL UNLESS ACCEPTABLE REASON IS PROVIDED, IN WRITING, AND APPROVED BY THE PURCHASING AGENT. 
 
Name of Firm:  _______________________________________________________________________________________________ 

Business Address:  ____________________________________________________________________________________________ 

City:  _________________________________________ State:  ________________________  Zip:  ___________________________ 

Telephone Number:  (________)_________-______________________  Fax Number:  (_______)________-_____________________ 

Email:  ______________________________________________________________________________________________________ 

Federal I.D. Number / Social Security Number:  _____________________________________________________________________ 

Cash Discount Terms:  _________________________________________________________________________________________ 

Authorized Signature:  _________________________________________________________________________________________ 

Typed Name:  ____________________________________________________ Title:  _______________________________________ 

  



BID # 19-07  pg. 2 

Kaufman County Terms & Conditions of Bidding 
 

1.) These instructions apply to all quotations, bids, or proposals and shall become a part of the terms and conditions 
of any quotation / bid / proposal submitted and any contract entered into subsequent thereto, unless exception 
is taken in writing by bidder when submitting bid and accepted by County. 

 
2.) Definitions: 

• “Bidder” refers to the submitter. 
• “Vendor” refers to a successful bidder / contractor / service provider. 
• “Submittal” refers to those documents, which must be submitted to Kaufman County by a Bidder. 
• “RFB” refers to Request for Bids 
• “RFQ” refers to Request for Quotations 
• “RFP” refers to a Request for Proposals 

 
3.) RFB / RFQ / RFP’s may be submitted to Kaufman County by any of the following means: 

• Hand carried to Kaufman County Purchasing Department located at 100 N. Washington, Kaufman, Texas 
75142 

• Mailed to the Kaufman County Purchasing Department at 100 N. Washington, Kaufman, Texas 75142 
• No oral, telephonic, or facsimile bids will be considered or accepted. 

 
4.) The time / date stamp clock in the Kaufman County Purchasing Department shall be the official time of receipt 

for all RFB / RFQ / RFP’s submitted.  Any late submittals received in the Kaufman County Purchasing Department 
after the submission deadline shall be considered void and unacceptable.  Absolutely no late submittals will be 
considered. 

 
5.) Any interpretations, corrections, or changes to a RFB / RFQ / RFP will be made by written addenda.  Sole issuing 

authority of addendum shall be the Kaufman County Purchasing Agent. 
 
6.) Prices shall be firm for a minimum of ninety (90) days from the date of the bid closing.  In the case of an 

estimated requirements contract bid, the prices must remain firm for the period as specified in the bid.  
“Discount from list” bids are not acceptable unless specifically requested in the bid. 

 
7.) Kaufman County is exempt from Federal Excise and State Sales Taxes.  Tax must not be included in the bid 

pricing.  Tax exemption certificates will be executed by the County and furnished upon request. 
 
8.) RFB / RFQ / RFP’s cannot be altered or amended after the bid closing.  Alterations made before the bid closing 

time must be initialed by the Bidder guaranteeing authenticity.  No RFB / RFQ / RFP may be withdrawn after 
opening time without an acceptable reason, in writing, and with the approval of the Purchasing Agent. 

 
9.) In the case of an estimated requirements contract bid, quantities appearing are estimated as realistically as 

possible.  However, Kaufman County reserves the right to increase, decrease, or delete any item or items of 
material to be furnished.  The Vendor shall have no claim against the County for anticipated profits for the 
quantities called for or diminished or deleted.  If the quantities of materials to be furnished are increased, such 
increase shall be paid for according to the unit prices established for the item. 

 
10.) RFB / RFQ / RFP’s must be submitted on units of quantity specified, extend and show the total.  In the event of 

discrepancies in extension, the unit prices shall govern. 
 
11.) In the case of an annual contract bid, the contract shall be for a predetermined period as specified in the written 

document. 
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12.) In the case of an annual contract or non-annual contract bid, a clause for an option to renew for an additional 
period(s) is (are) included, renewal(s) will be based solely upon the option and agreement between both 
Kaufman County and the Vendor.  Either party dissenting will terminate the agreement in accordance with its 
initial specified term. 

 
13.) Kaufman County has included, as part of this document, detailed specifications.  Any reference to a model / 

make and/or manufacturer used in the specifications is for descriptive purposes only and is not intended to be 
restrictive.  Products / materials of like quality will be considered unless specifically excluded. 

 
14.) Bidders taking exception to the specifications shall do so at their own risk.  By offering substitutions, Bidder shall 

state these exceptions in the section provided in the RFB/RFQ/RFP or by attachment.  Exception / substitution, if 
accepted, must meet or exceed specifications stated therein.  Kaufman County Commissioners’ Court reserves 
the right to accept or reject any and/or all of the exception(s) / substitution(s) deemed to be in the best interest 
of the County. 

 
15.) Samples, if required, shall be furnished free of expense to the County and if not used or destroyed in 

examination and testing, will be returned to the bidder, if requested, at the bidder’s expense.  Each sample must 
be marked with the Bidder’s name and address and bid number reference.  SAMPLES SHOULD NOT BE 
ENCLOSED WITH BID UNLESS REQUESTED. 

 
16.) All delivery, freight, and packing charges (F.O.B. inside delivery to Kaufman County designated locations) are to 

be included as part of the RFB/RFQ/RFP price.  Kaufman County assumes no liability for goods delivered in a 
damaged or unacceptable condition.  The Vendor shall handle all claims with carriers, and in case of damaged 
goods, shall ship replacement goods immediately upon notification by the County of damage. 

 
17.) Bonds may be required in accordance with State Statutes and as outlined in the specifications.  If required, bid 

security shall be submitted with the bids.  Any bid submitted without a bid bond, payment bond, or cashiers / 
certified check, shall be considered non-responsive and will not be considered for award.  Performance and/or 
payment bonds, when required, shall be submitted to the Purchasing Department prior to commencement of 
any work pursuant to the agreement provisions. 

 
18.) Bid tabulations will be given upon request once tabulations become complete. 
 
19.) A prospective bidder must meet the following minimum requirements: 

• Must have adequate financial resources, or the ability to obtain such resources as required; 
• Must be able to comply with the required or proposed delivery / completion schedule; 
• Must have a satisfactory record of performance; 
• Must have a satisfactory record of integrity and ethics; 
• Must be otherwise qualified and eligible to receive an award; 
• Kaufman County may request representation and other information sufficient to determine the Bidder’s 

ability to meet these minimum standards listed above. 
 
20.) Kaufman County Commissioners’ Court reserves the right to award this contract by one of the following 

methods.  The method selected will be in the best interest of the County, as determined by the Commissioners’ 
Court. 
• To the lowest responsible bidder, bidding all items and meeting all specifications; 
• To the lowest responsible bidder(s) meeting specifications, per line item; 
• If specified, to the low bidder(s) meeting specifications, per category.  To qualify for an award of a category, 

a bidder must bid all items within that category.  If all items of a category are not bid by all vendors, award 
shall be made by one of the other methods listed above. 
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21.) Payment terms are NET 30 unless otherwise specified.  Prompt payment discounts may be used by the County in 
determining the lowest responsible bidder. 

 
22.) Quotations MUST show the number of calendar days required to place the materials at the County’s receiving 

department specified under normal conditions.  DO NOT quote shipping dates.  Consistent failure of a bidder to 
meet delivery promises without valid reason may cause cancellation of contract and removal from the bidder’s 
list.  When delivery delay can be foreseen, the contractor shall give prior notice to the Purchasing Department, 
which shall have the right to extend the delivery date, if reasons for delay appear acceptable.  The Vendor must 
keep the Purchasing Department advised at all times as the status of the order.  Default in promised delivery, 
without acceptable reasons, or failure to meet specifications, authorizes the Purchasing Department to purchase 
the good elsewhere, and charge any increase in cost and handling to the defaulting Vendor.  Every effort will be 
made by the Purchasing Department to locate the goods at the same or better price as that originally 
contracted. 

 
23.) Unless otherwise indicated, items provided by Vendor will be shipped new, unused, in first class condition, and 

in containers suitable for damage-free shipment and storage. 
 
24.) The title and risk of loss of goods shall not pass to Kaufman County until the county actually received and takes 

possession of the goods at the point(s) of delivery. 
 
25.) The place of delivery shall be that set forth in the purchase order.  The terms of this contract are “no arrival, no 

sale”. 
 
26.) Deliveries will be acceptable only during normal working hours, i.e. 8:00 a.m. – 4:00 p.m., Monday – Friday at 

designated County receiving departments, unless prior arrangements have been made. 
 
27.) The Vendor agrees to indemnify and hold the County harmless from any claim involving patent right 

infringement or copyrights on goods supplied. 
 
28.) The Vendor shall not sell, assign, transfer, or convey this agreement in whole or in part without the prior written 

consent of the Purchasing Department. 
 
29.) The bid number must appear on all correspondence, inquiries, etc., pertaining to the solicitations. 
 
30.) Invoices must be submitted by the successful bidder to the County Auditor’s Office, 100 N. Washington, 

Kaufman, Texas 75142.  All invoices shall include the purchase order number. 
 
31.) Kaufman County reserves the right to enforce the performance of this contract in a manner prescribed by law or 

deemed to be in the best interest of the County in the event of breach or default of this contract.  The County 
reserves the right to terminate the contract immediately in the event the successful bidder fails to meet delivery 
schedules, or otherwise perform in accordance with the specifications.  Breach of contract or default authorizes 
the Commissioners’ Court to award to the next lowest responsible bidder and charge the full increase in cost 
and handling to the defaulting successful bidder.  It is understood the next lowest responsible bidder must 
honor, guarantee, and hold firm the price(s) and terms or conditions set forth in their original bid.   

 
32.) An RFB/RFQ/RFP, when properly accepted by Kaufman County Commissioners’ Court, shall constitute a contract 

equally binding between the Vendor and Kaufman County. 
 
33.) All amendments and/or change orders to the contract will be made in writing by the Kaufman County 

Purchasing Agent. 
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34.) Kaufman County is operated and funded on an October 1 to September 30 basis; accordingly, the County 
reserves the right to terminate, without liability the county, any contract for which funding is not available. 

 
35.) Kaufman County shall not be liable for any loss, damage, or injury of any kind or character to any person or 

property arising from the services of the Vendor pursuant to this agreement.  The Vendor hereby waives all 
claims against the County, it officials, agents, employees, and volunteers.  (Collectively referred to in this section 
as “County”) for damage to any property or injury to, or death of, any person arising at any time and from any 
cause other than the sole negligence or willful misconduct of County.  The Vendor agrees to indemnify and save 
harmless the County from and against any and all liabilities, damages, claims, suits, costs (including court costs, 
attorneys’ fees and cost of investigation) and actions of any kind by reason of injury to or death of any person or 
damage to or loss of property arising from the Vendor’s performance of services under this agreement or by 
reason of any act or omission on the part of the Vendor, its officers, directors, servants, agents, employees, 
representatives, contractors, subcontractors licensees, successors or permitted assigns (except when such 
liability, claims, suits, costs, injuries, deaths or damages arise from or are attributed to sole negligence of the 
County).  If any action or proceeding shall be brought by or against County in connection with any such liability 
or claim, the professional, on notice from County, shall defend such action or proceedings at the Vendor’s 
expense, by or through attorneys reasonably satisfactory to County.  The Vendor’s obligations under this section 
shall not be limited to the limits of coverage of insurance maintained or required to be maintained by the 
Vendor under this agreement.  This provision shall survive the termination of this contract. 

 
36.) If, by reason of Force Majeure, either party hereto shall be rendered unable to wholly or in part carry out its 

obligations under this contract, then such party shall give notice and full particulars of such Force Majeure, in 
writing, to the other party giving such notice, so far as it is affected by such Force Majeure, shall be suspended 
during the continuance of the inability then claimed, except as hereinafter provided, but for no longer period, 
and such party shall endeavor to remove or overcome such inability with all reasonable dispatch.  The term 
Force Majeure as employed here, shall mean acts of God, strikes, lockouts, or other industrial disturbances, act 
of public enemy, orders of any kind of government of the United States or the State of Texas or any civil or 
military authority, insurrections, riots, epidemics, landslides, lightning, earthquake, fires, hurricanes, storms, 
floods, washouts, droughts, arrests, restraint of government and people, civil disturbances, explosions, breakage 
or accidents to machinery, pipelines, or canals, or other causes not reasonably within the control of the party 
claiming such inability.  It is understood and agreed that the settlement of strikes and lockouts shall be entirely 
within the discretion of the party having the difficulty, and that the above requirement that any Force Majeure 
shall be remedied with all reasonable dispatch shall not require the settlement of strikes and lockouts by 
acceding to the demands of the opposing party or parties when such settlement is unfavorable in the judgment 
of the party having the difficulty. 

 
37.) This contract will be governed and construed according to the laws of the State of Texas.  This contract is 

performable in Kaufman County, Texas.  Venue for any action shall be in State District Court of Kaufman County, 
Texas. 

 
38.) As permitted under Article 4413 (32c) V.A.C.S., other governmental entities may wish to also participate under 

the same terms and conditions contained in this contract (piggyback).  Each entity wishing to piggyback must 
have prior authorization from Kaufman County and Vendor.  If such participation is authorized, all purchase 
orders will be issued directly from and shipped directly to the entity requiring supplies / services.  Kaufman 
County shall not be held responsible for any orders placed, deliveries made or payment for supplies / services 
ordered by these entities.  Each entity reserves the right to determine their participation in this contract. 

 
 Is your firm willing to allow other governmental entities to piggyback off this contract, if awarded, under 

the same terms and conditions: 
 
  _____ YES _____ No 
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Kaufman County Terms & Conditions of Bidding 
 

Contractors providing goods, materials, and services for Kaufman County shall, during the term of the contract with the 
County or any renewal or extension thereof, provide and maintain the types and amounts of insurance set forth herein.  
All insurance and certificate(s) of insurance shall contain the following provisions: 
 
1.) Name the county, its officials, agents, employees, and volunteers as additional insured as to all applicable 

coverage with the exception of workers compensation insurance. 
 
2.) Provide for at least thirty (30) days prior written notice to the County for cancellation, non-renewal, or material 

change of the insurance. 
 
3.) Provide for a waiver of subrogation against the County for injuries, including death, property damage, or any 

other loss to the extent the same is covered by the proceeds of insurance. 
 
Insurance Company Qualification:  All insurance companies providing the required insurance shall be authorized to 
transact business in Texas and rated at least “A” by AM Best or other equivalent rating service. 
 
Certificate of Insurance:  A certificate of insurance evidencing the required insurance shall be submitted with the 
Bidder’s RFB/RFQ/RFP.  If the contract is renewed or extended by the County a certificate of insurance shall also be 
provide to the County prior to the date the contract is renewed or extended.  All coverage amounts listed shall be in 
United States dollars. 
 

Insurance Requirements 
 
The Contractor shall procure and maintain at its sole cost and expense for the duration of this Agreement insurance 
against claims for injuries to persons or damages to property that may arise from or in connection with the performance 
of the work hereunder by the Contractor, its agents, representatives, volunteers, employees or subcontractors.  The 
Contractor’s insurance coverage shall be primary insurance with respect to the County, its officials, employees, and 
volunteers.  Any insurance or self-insurance maintained by the County, its officials, employees, and volunteers shall be 
considered in excess of the Contractor’s insurance and shall not contribute to it.  Further, the Contractor shall include all 
subcontractors as additional insured under its policies or shall furnish separate certificates and endorsements for each 
subcontractor. 
 
All coverage for subcontractors shall be subject to all of the requirements stated herein.  All Certificates of Insurance and 
endorsements shall be furnished to the County and be approved before work commences. 
 
Standard Insurance Policies Required: 
 A. Commercial & General Liability Policy 
 B. Automobile Liability Policy 
 C. Worker’s Compensation Policy 
 
General Requirements applicable to all policies: 
 A. Only insurance carriers licensed and admitted to do business in the State of Texas will be accepted. 
 B. Deductibles shall be listed on the Certificate of Insurance and are acceptable only on a per occurrence 

basis for property damage only. 
 C. Claims Made policies will not be accepted. 
 D. Each insurance policy shall be endorsed to state that coverage shall not be suspended, voided, 

cancelled, reduced in coverage or in limits except after thirty (30) days prior written notice by certified 
mail, return receipt requested, has been given to Kaufman County. 

 E. Upon request, certified copies of all insurance policies shall be furnished to Kaufman County. 
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1.) COMMERCIAL GENERAL LIABILITY 
 A. General Liability insurance shall be written by a carrier with an A: VIII or better rating in accordance with 

the current Best Key Rating guide. 
 B. Kaufman County, its officials, employees, and volunteers are to be added as Additional named Insured 

to the General Liability policy.  The coverage shall contain no special limitation on the scope of 
protection afforded to the County, its officials, employees, and volunteers. 

 C. Minimum Combined Single Limit of $1,000,000.00 per occurrence for bodily injury and property 
damage. 

 D. No coverage shall be deleted from the standard policy without notification of individual exclusions being 
attached for review and acceptance. 

 E. Waiver of Subrogation shall be attached to the Certificate of Insurance. 
 
2.) AUTOMOBILE LIABILITY 
 A. General Liability Insurance shall be written by a carrier with A:VIII or better rating in accordance with the 

current Best Key Rating Guide. 
 B. Minimum Combined Single Limit of $600,000.00 per occurrence for bodily damage and property 

damage. 
 
3.) WORKER’S COMPENSATION INSURANCE 
 Pursuant to the requirements set forth in Title 28, Section 110.110 of the Texas Compensation Insurance Policy; 

either directly through their employer’s policy (the Contractor’s or subcontractor’s policy) or through an 
executed coverage on an approved TWCC form.  Accordingly, if a subcontractor does not have his or her own 
policy and a coverage agreement is used, Contractors and subcontractors must use that portion of the form 
whereby the hiring contractor agrees to provide coverage to the employees of the subcontractor.  The portion 
of the form that would otherwise allow them not to provide coverage for the employees of an independent 
contractor may not be used. 

 
 
 The Worker’s Compensation insurance shall include the following terms: 
 
 A. Employer’s Liability Limits of $1,000,000.00 for each accident is required. 
 B. Texas Wavier of Our Right to Recover From Others Endorsement shall be included in this policy. (Waiver 

Subrogation) 
 
 Pursuant to the explicit terms of Title 28, Section 110.110 c (7) of the Texas Administrative Code, the bid 

specifications, this Agreement, and all subcontracts on this Project must include the following terms and 
conditions in the following language, without any additional words or changes, except, those required to 
accommodate the specific document in which they are contained or to impose stricter standards of 
documentation: 

 
 A. Definitions: 
 

 Certificate of Coverage (certificate) – a copy of certificate of insurance, a certificate of authority to self-
insure issued by the Texas Worker’s Compensation Commission, or a coverage agreement (TWCC-81, 
TWCC-83, TWCC-84), showing statutory worker’s compensation insurance coverage for the person’s or 
entity’s employees providing services on a project, for the duration of the project. 

 
 Duration of the project – includes the time from the beginning of the work on the project until the 

Contractor’s / Person’s work on the project has been completed and accepted by the Commissioner. 
 
 Persons providing services on the project (Subcontractors in section 406.096 {of the Texas Labor Code}) – 

includes all persons or entities performing all or part of the services the Contractor has undertaken to 
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perform on the project, regardless of whether that person has employees.  This includes, without 
limitation, independent Contractors, subcontractors, leasing companies, motor carriers, and owner-
operators, employees of any such entity or employees of any entity which furnishes persons to provide 
services on the project.  Services include, without limitation, providing hauling or delivering equipment or 
materials, or providing labor, transportation, or other service related to a project.  Services does not 
include activities unrelated to the project, such as food / beverage vendors, office supply deliveries, and 
delivery of portable toilets. 

 
 B. The Contractor shall provide coverage based on the proper reporting of classification codes and payroll 

amounts and filing of any coverage agreements, that meets the statutory requirement of Texas Labor 
Code, Section 401.011 (44) for all employees of the Contractor providing services on the project, for the 
duration of the project. 

 
 C. The Contractor must provide a certificate of coverage to the Commissioner prior to being awarded the 

contract. 
 
 D. If the coverage period shown on the Contractor’s current certificate of coverage ends during the 

duration of the project, the Contract must, prior to the end of the coverage period, file a new certificate 
of coverage with the County showing that coverage has been extended. 

 
  The Contractor shall obtain from each person providing service on a project, and provide to the County: 
 

(1.) a certificate of coverage, prior to that person beginning work on the project, so the governmental 
entity will have on file providing services on the project, and certificates of coverage showing 
coverage for all persons; and 

(2.) no later than seven calendar days after receipt by the Contractor, a new certificate of coverage 
showing extension of coverage, if the coverage period shown on the current certificate of coverage 
ends during the duration of the project. 

 
The Contractor shall retain all required certificates of coverage for the duration of the project and for 
one year thereafter. 
 
The Contractor shall notify the County in writing by certified mail or personal delivery, within 10 
calendar days after the Contractor knew or should have known, or any change that materially affects the 
provision of coverage of any person providing services on the project. 
 
The Contractor shall post on each project site a notice, in the text, form, and manner prescribed by the 
Texas Worker’s Compensation Commission, informing all persons providing services on the project that 
they are required to be covered, and stating how a person may verify coverage and report lack of 
coverage. 
 
The Contractor shall contractually require each person with whom it contracts with to provide services 
on a project to: 
 
(1.) Provide coverage, based on proper reporting of classification codes and payroll amounts and filing of 

any coverage agreement, that meets the statutory requirements of Texas Labor Code, Section 
401.011 (44) for all of its employees providing services on the project, for the duration of the 
project; 

(2.) Provide to the Contractor, prior to that person beginning work on the project, a certificate of 
coverage showing that coverage is being provided for all employee of the person providing services 
on the project, for the duration of the project; 
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(3.) Provide the Contractor, prior to the end of the coverage period, a new certificate of coverage 
showing extension of coverage, if the coverage period shown on the current certificate coverage 
ends during the duration of the project. 

(4.) Obtain from each other person with whom it contracts, and provide to the Contractor: 
a. A certificate of coverage, prior to the other person beginning work on the project; and 
b. A new certificate of coverage, showing extension of coverage, prior to the end of coverage 

period, if the coverage period shown on the current certificate of coverage ends during the 
duration of the project; 

(5.) Retain all required certificates of coverage on file for the duration of the project and for one year 
thereafter. 

(6.) Notify the governmental entity in writing by certified mail or personal delivery, within 10 calendar 
days after the person knew or should have known, of any changes that materially affects the 
provision of coverage of any person providing services on the project; and 

(7.) Contractually require each person with whom it contracts, to perform as required by paragraphs (a) 
– (g), with the certificate of coverage to be provided to the person for whom they are providing 
services. 

 
4.) CERTIFICATES OF INSURANCE shall be prepared and executed by the insurance company or its authorized agent, 

and shall contain the following provisions and warranties: 
 
 A. The company is licensed and admitted to do business in the State of Texas 
 B. The insurance policies provided by the insurance company are underwritten 
 C. All endorsements and insurance coverage according to requirements and instructions contained herein 
 D. The form of the notice of cancellation, termination, or change in coverage provisions to Kaufman County 
 E. Original endorsements affecting coverage required by the section shall be furnished with the certificate 

of insurance. 
 
5.) COMPLIANCE WITH LAW:  The Contractor’s work and materials shall comply with all State and Federal laws, 

Municipal ordinances, regulations, and directions of inspectors appointed by proper authorities having 
jurisdiction. 

 
 The Contractor shall perform and require all subcontractors to perform the work in accordance with applicable 

laws, codes, ordinances, and regulations of the State of Texas and the United States and in compliance with 
OSHA and other laws as they apply to its employees.  In the event any of the conditions of the specifications 
violate the code for any industry, then such code conditions shall prevail. 

 
 The Contractor shall follow all applicable State and Federal laws, Municipal ordinances, and guidelines 

concerning soil erosion and sediment control throughout the Project and warranty term. 
 
6.) SAFETY PRECAUTIONS at the site are a part of the construction techniques and processes for which the 

Contractor shall be solely responsible.  The Contractor is solely responsible for handling and the use of 
hazardous materials or waste, and informing employees of any such hazardous materials or waste.  The 
Contractor shall provide copies of all hazardous materials and waste data sheets to the Kaufman County Fire 
Marshal. 

 
The Contractor has the sole obligation to protect or warn any individual of potential hazards created by the 
performance of the work set forth herein.  The Contractor shall, at its own expense, take such precautionary 
measures for the protections of persons, property, and the work as may be necessary. 
 
The Contractor shall be held responsible for all damages to property, personal injuries and/or death due to 
failure of safety devises of any type or nature that may be required to protect or warn any individual of potential 
hazards created by the performance of the work set forth herein; and when any property damage is incurred, 
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the damaged portion shall immediately be replaced or compensated for by the Contractor at its own cost and 
expense. 

 
7.) INDEMNITY to the fullest extent permitted by law, the Contractor agrees to and shall indemnify, hold harmless, 

and defend the County, its officials, agents, employees and volunteers from and against any and all claims, 
losses, damages, causes of action, suits, and liability of every kind, including all expenses of litigation, court 
costs, and attorney’s fees for injury to or death of any person, for damage to any property, or for any breach of 
contract, arising out of or in connections with the work done by the Contractor under this contract, provided 
that any such claim, loss, damage, cause of action, suite or liability, is caused in whole or in part by an act or 
omission of the Contractor, any subcontractor, or any person, organization directly or indirectly employed by 
any of them to perform or furnish work on the Project.  The indemnity shall apply regardless of whether such 
injuries, death, damages, or breach are caused in part by the negligence or omission of the County, any other 
party indemnified hereunder, the Contractor, or a third party. 

 
 The indemnification shall include but not be limited to the following specific instances: 
 

A. In the event the County is damaged due to the act, omission, mistake, fault or default of the Contractor, 
then the Contractor shall indemnify and hold harmless and defend the County for such damage. 

 
B. The Contractor shall indemnify and hold harmless and defend the County from any claims for payment 

for goods or services brought by any material suppliers, mechanics, laborers, or other subcontractors. 
 
C. The Contractor shall indemnify and hold harmless and defend the County from any and all injuries to or 

claims on adjacent property owners caused by the Contractor, its agents, employees, and 
representatives. 

 
D. The Contractor shall also be responsible for the removal of all related debris. 
 
E. The Contractor shall also be responsible for the subcontractors hired by it. 
 
F. The Contractor shall indemnify, hold harmless, and defend the County from any liability caused by the 

Contractor’s failure to comply with applicable Federal, State, or Local regulations, that touch upon or 
concern the maintenance of a safe and protected working environment and the safe use and operation 
of machinery and equipment in that working environment, no matter where fault or responsibility lies. 

 
The indemnification obligations of the Contractor under this section shall not extend to include the liability of 
any professional engineer, the architect, their consultants, and agents or employees of any of them arising out 
of (1) the preparation or approval of maps, drawings, opinions, reports, surveys, change orders, designs, or 
specifications, or (2) the giving of or the failure to give directions or instructions by the professional engineer, 
the architect, their consultants, and agents and employees of any of them, provided such giving or failure to give 
is the primary cause of the injury or damage. 

 
8.) RELEASE:  The Contractor assumes full responsibility for the work to be performed hereunder, and hereby 

releases, relinquishes, and discharges the County, its officials, agents, employees, and volunteers from all claims, 
demands, and causes of action of every kind and character, including the cost of defense thereof, for any injury 
to or death of any person (whether employees of either party or other third parties) and any loss of or damage 
to any property (whether property of either of the parties hereto, their employees, or of third parties) that is 
caused by or alleged to be caused by, arising out of, or in connection with the Contractor’s work to be 
performed hereunder.  This release shall apply regardless of whether said claims, demands, and causes of action 
are covered in whole or in part by insurance, and in the event of injury, death, property damage, or loss suffered 
by the Contractor, any subcontractor, or any person or organization directly or indirectly employed by any of 
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them to perform or furnish work on the project, this release shall apply regardless of whether such injury, death, 
loss, or damage was caused in whole or in part by the negligence of the County. 

 
Special Provisions for Annual Contracts | Price-Adjustment Clause 

 
A. The unit prices of all items purchased under this annual contract are firm for the first annual period of this 

contract.  However, if the option to renew for an additional one-year period(s) is exercised by Kaufman County, 
a price adjustment upward may be requested by the Vendor by the application of the formula set in (B) below.  
The index to be used in the computation of the price adjustment shall be the “All Items Index” item under the 
“U.S. City Average” category as quoted in the publication Consumer Price Index for the Dallas-Fort Worth 
Consolidated Metropolitan Statistical Area, which is issued by the U.S. Department of Labor, Bureau of Labor 
Statistics. 

 
B. The index published for the month of “” shall be used as a base for determining price adjustment(s).  The index 

for the month of April shall be used in determining the adjusted contract price(s) for the ensuing contract 
period(s), should renewal option(s) be exercised and unit price adjustments be requested.  Contract price 
adjustments shall be determined as follows:  Unit Price X% change (the point difference between the base index 
and the subsequent specified index is divided by the beginning index points, and multiplied by 100) in the index 
equals amount of price change.  Whenever a price adjustment is made pursuant to this clause in contracts with 
multiple renewal options, the index that was used for computing the most recent price adjustment(s) shall 
become the new base index for determining further adjustments.  There shall be a minimum of at least twelve 
(12) months between price adjustment for contracts having multiple renewal options. 

 
C. The Vendor shall submit a written request for price adjustment and such request shall include the new unit 

price(s) and the basis for the determination. 
 
D. The aggregate of the increase in any contract unit price shall not exceed 25% of the original unit price. 
 
E. Upon approval by Kaufman County, the new unit prices will then be firm for the terms of the optional additional 

contract period or until subsequent price adjustments are approved by Kaufman County. 
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Certification and Representations MWBE Status 
 
 

_____________________________________________________________________ is certified as a: 
 

(Check one, if applicable) 
 

 DISADVANTAGED BUSINESS ENTERPRISE   _____________ 
 
 MINORITY-OWNER BUSINESS ENTERPRISE   _____________ 
 
 WOMEN-OWNED BUSINESS ENTERPRISE   _____________ 
 
A copy of the certification from _________________________________________________ is attached. 
 

** NOTE ** 
 

THIS DATA IS REQUESTED FOR INFORMATIONAL PURPOSES ONLY AND WILL NOT AFFECT THE BID AWARD. 
 

(SUBMISSION OF THIS INFORMATION IS NOT A REQUIREMENT) 
 

A. The contractor (successful bidder) and/or any subcontractor(s), if permitted, certifies complete compliance with 
the Federal Civil Rights Law and the Americans with Disabilities Act, agreeing to non-discrimination based on 
race, age, color, religion, disability, gender, ancestry, national origin, or place of birth in employment practices, 
programs, and transfer; recruitment or recruitment advertising; layoff or termination; rates of pay or other 
compensation; and selection for training, including apprenticeship. 

 
B. The contractor shall in all solicitations or advertisements for employees placed by or on behalf of the contractor, 

state that all qualified applicants will receive consideration for employment without regard to race, age, color, 
religion, disability, gender, ancestry, national origin, or place of birth. 

 
C. Upon request by the Kaufman County, the contractor shall furnish all information on reports required to 

investigate his/her payrolls and personnel records, which pertain to current contract(s) with the County for 
purposes of ascertaining compliance with this non-discrimination certification. 
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Certification of Independent Price Determination 
 

By submission of this bid, the bidder certifies, and in the case of a joint offer, each party thereto certifies as to its own 
organization, that in connection with this procurement: 
 
A. The prices in this bid have been arrived at independently, without consultation, communication, or agreement, 

for the purposes of restricting competition, as to any matter relating to such prices with any other bidder or with 
any competitor; 

 
B. Unless otherwise required by law, the prices which have been bid herein have not knowingly been disclosed by 

the bidder and will not knowingly be disclosed by the bidder prior to opening of bids, directly or indirectly to any 
other bidder or competitor; and 

 
C. No attempt has been made by the bidder to induce any other person or firm to submit or not to submit a bid for 

the purpose of restricting competition. 
 
BID CERTIFICATION 
 
The undersigned hereby certifies that he has read, understands, and agrees that acceptance by Kaufman County of the 
bidder’s offer by issuance of a purchase order will create a binding contract.  Further, he agrees to fully comply with 
documentary forms herewith made a part of this specific procurement. 
 
Name of Company:  ______________________________________________________________________________ 
 

• a Corporation, incorporated under the laws of the State of ________________________________________ 
 

• a Partnership consisting of _________________________________________________________________ 
 

• an Individual trading as ____________________________________________________________________ 
 

 
Having principal offices in the City of ________________________________________________________________ 
 
Authorized Signature:  ___________________________________________________________________________ 
 
 Address:  ________________________________________________________________________________ 

 City, State, Zip:  __________________________________________________________________________ 

 Telephone:  _____________________________________________________________________________ 

 
Date:  _____________________ 
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BID# 19-07:  Annual Contract for Office Supplies 
 

Kaufman County is soliciting bids for an Annual Contract for Office Supplies.  The successful vendor must be able to 
distribute to all locations listed in the attached delivery locations.  All supplies must be new and of current manufacture.  
Bid award shall be based on “Best Value” for Kaufman County. 
 
Original bid proposals must be received in the Purchasing Department at 100 N. Washington, Kaufman, Texas 75142 
on or before October 30, 2018 at 2:00 p.m. 
 
All bids are due in the Purchasing Department by the due date, in sealed envelopes or boxes.  All bids must be clearly 
marked with the Bid Number and date and time of closing on outside of the envelope / box. 
 
All late bids will be returned unopened.  If bids / proposals are sent by mail to the Purchasing Department, the bidder 
shall be responsible for actual delivery of the bid to the Purchasing Department before the advertised date and hour for 
closing of bids. 
 
Bids may be withdrawn at any time prior to the official opening.  Alterations made before closing time must be initialed 
by bidder guaranteeing authenticity.  After the official closing, bids become the property of Kaufman County and may 
not be amended, altered, or withdrawn without the recommendations of the Purchasing Agent and the approval of 
Commissioners’ Court. 
 
Kaufman County is exempt from Federal Excise and State Sales Tax; therefore, tax must not be included in the bid. 
 
Kaufman County reserves the right to accept or reject in part or in whole any bids submitted, and to waive any 
technicalities for the best interest of the County. 
 
All questions should be directed to: Kaufman County Purchasing Agent 
     (469) 376-4523 
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BID # 19-07 | Annual Contract for Office Supplies 
Specifications 

 
 
I. SCOPE OF SERVICES:  Kaufman County desires to implement a program for purchase and delivery of all office 

supplies.  To serve its customers, Kaufman County request a 24-hour / next day, desk top delivery schedule. 
 
II. THE SUCCESSFUL VENDOR WILL BE REQUIRED TO PROVIDE THE FOLLOWING: 

A. a firm percentage discount off Manufacturer’s published price list (prices) on all items. 
 
B. A “next working day” delivery on all stocked items to specified locations throughout Kaufman County 

delivery locations.  This list of locations is subject to change.  The successful bidder must be able to load 
all the County’s ship-to locations into their system. 

 
C. Usage reports on a monthly basis by department, account code, and commodity-class designation – the 

exact format to be determined after award with assistance from the successful vendor. 
 
D. No restocking fee. 
 
E. Electronic commerce capability 
 
F. The successful bidder must provide a “Pricer” to Purchasing and all County Departments at least five (5) 

business days before any changes. 
 
III. THE INTERNET SYSTEM MUST PROVIDE THE FOLLOWING: 
 A. Automated order confirmation. 
 

B. Access to vendor’s system a minimum of nine (9) hours per day (8:00 a.m. – 5:00 p.m.) for checking 
inventory, pricing, placing orders, and backorder reports. 

 
C. A real time ordering system. 
 
D. Ability to create an actual order / invoice at point of order with Kaufman County’s discounted price. 
 
E. Ability to add comments on invoice lines. 
 
F. Ability to look up an item by number or name to retrieve price and availability. 
 
G. Ability to request pick-up or return, damaged, or incorrect merchandise. 
 
H. Kaufman County also desires the ability to correspond with Sales Representative and Customer Service 

personnel through vendor’s email. 
 
I. On-site training. 

 
IV. DELIVERY REQUIREMENTS: 

A. Freight and inside delivery will be at no charge to Kaufman County.  There will be numerous deliveries to 
locations throughout the County.  Delivery will be to the Kaufman County location designated on 
individual purchase orders and/or the internet system.  Delivery includes building, floor, and 
department. 
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B. Orders must be packaged in a manner which will help protect items from weather and to help eliminate 
tampering and spillage. 

 
C. Vendors must maintain a 95% or better fill ration all contract items.  An item will be considered “filled” 

only if received in the initial shipment received the next day. 
 
D. Hours of delivery for all locations will vary.  Kaufman County will provide a list of delivery locations.  

Actual times and specific locations per delivery will need to be developed by the vendor and the various 
departments. 

 
E. Partial deliveries will be accepted, but the invoice must state “PARTIAL” and indicate if balance is 

backordered or cancelled. 
 
F. Deliveries must be separately packaged by individual purchase order numbers.  An invoice shall 

accompany each shipment and shall show: 
  1.) Kaufman County Purchase Order Number 
  2.) Name of Vendor 
  3.) Name and address of receiving department 
  4.) Vendor Invoice Number 
  5.) Description of material shipped, including item numbers, quantity, etc. 
 

Deliveries shall be made by Contractor to all current and future county departments at delivery address within 
Kaufman County.  All orders shall call for standard commercial packing, packaging, and quantities, as applicable.  
Items delivered shall be fully assembled, tested, and ready for immediate use.  All deliveries should include all 
the following locations: 
 

Kaufman County Courthouse 
100 W Mulberry 
Kaufman, Texas 75142 

Law Enforcement Center 
1900 East Highway 175 
Kaufman, Texas 75142 

 
Kaufman Annex Building 
100 N. Washington 
Kaufman, Texas 75142 

 
Kaufman South Campus 
3003 S Washington 
Kaufman, Texas 75142 

 
Public Defender 
108 N. Washington 
Kaufman, Texas 75142 

 
County Library 
3790 S Houston 
Kaufman, Texas 75142 

 
Commissioner Pct. 1 
3003 S Washington 
Kaufman, Texas 75142 

 
Justice of the Peace 1 
3001 S Washington 
Kaufman, Texas 75142 

 
Commissioner Pct. 2 
200 E Main 
Forney, Texas 75126 

 
Justice of the Peace 2 
200 E Main 
Forney, Texas 75126 

 
Commissioner Pct. 3 
601 East Nash 
Terrell, Texas 75160 

 
Justice of the Peace 3 
408 E College 
Terrell, Texas 75160 
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Commissioner Pct 4 
709 S Dallas 
Kemp, Texas 75143 

 
Justice of the Peace 4 
103 N Main 
Kemp, Texas 75143 

 
Terrell Sub-Courthouse 
408 E College 
Terrell, Texas 75160 

 
Kaufman County Armory 
2125 S Houston 
Kaufman, Texas 75142 

 
Forney Sub-Courthouse 
200 E Main 
Forney, Texas 75126 

 
Juvenile Probation 
300 W Mulberry 
Kaufman, Texas 75142 

 
Kemp Sub-Courthouse 
103 N Main 
Kemp, Texas 75143 

 
Extension Office 
2471 N State Highway 34 
Kaufman, Texas 75142 

 
V. SUBSTITUTIONS:  Substitutions will be accepted with prior approval only.  Substitutions will be equal or better 

quality at equal or less price than the original item ordered. 
 
VI. ORDERS:  All orders will be placed via an electronic ordering system, fax, or by telephone. 
 
VII. BACKORDERS:  It is the County’s intention to minimize backorders, thereby reducing time and costs associated 

with handling each order.  If a backorder is unavoidable, successful bidder shall notify Kaufman County and 
provide the estimated delivery date.  The successful vendor will provide access to a backorder report on the 
internet system. 

 
VIII. WARRANTY / RETURN GOODS POLICY:   

A. Vendor warrants that ordered good shall be free from defects in material or workmanship, or 
merchantable quality, and fit for the purpose for which intended. 

 
B. Vendor shall pick up / accept all returns with no restocking charge within a 48-hour period.  Even 

exchanges will be made on damaged merchandise.  Replacement merchandise will be shipped next day.  
There will be no freight charges for these transactions. 

 
IX. QUANTITIES:  The Court will issue purchase orders for supply requests on an “as needed” basis.  Every effort will 

be made to order in full cartons. 
 
X. RECYCLED PRODUCTS: 

A. Kaufman County is acutely aware of these problems our area faces with solid waste disposal.  In an 
effort to be environmentally responsible to our neighbors and our children, Kaufman County is taking an 
active role in Recycling. 

 
B. The County is interested in purchasing from recycled materials.  The minimum acceptable content is 

10% Post-Consumer Waste.  Additional recycled items will be actively researched and added by 
Kaufman County.  Vendor input and suggestions of new recycled products will be encouraged. 

 
XI. SAMPLES:   

A. Samples of recycled items may be requested for testing during the contract period.  Samples will be free 
to the County.  Kaufman County reserves the right to determine equals. 

 
B. All samples become the property of Kaufman County.  
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Vendor Information 
 

Name of Firm:  _____________________________________________________________________________ 

Business Address:  __________________________________________________________________________ 

City:  ____________________________________ State:  __________________  Zip:  ____________________ 

Telephone Number:  (_____)_______-__________________  Fax Number:  (_____)______-________________ 

Email:  ____________________________________________________________________________________ 

Signature of Person Authorized to Sign Bid:  ______________________________________________________ 

Typed Name:  _____________________________________________ Title:  ____________________________ 

 
Price Schedule Form 

 
If you are interested in participating in this Bid, please provide a copy of your catalog and stipulate a fixed discount 
below.  Discount remain fixed during the life of the contract. 
 
 Discount for Office Supplies  ____________% off (Catalog price) 
  
 Discount for Office Furniture  ____________% off (Catalog price) 
 
If your company participates in a Purchasing Cooperative and/or has been awarded a contract by the State of Texas 
please state the Cooperative below along with your Cooperative Contract Number.  Please include your Cooperative 
Contract Pricing with this bid. 
 
 
____________________________________________    ________________________________ 
Cooperative Name        Cooperative Contract Number 
 
PRICE CHANGES:  No price changes or discount changes will be permitted for any item during the entire period of this 
contract.  All prices will remain firm for duration of this contract. 
 
 

VENDOR REFERENCES 
 

Please list three (3) Government references, other than Kaufman County, who can verify the quality of service your 
company provides.  The County prefers customers of similar size and scope of work to this bid. 
 
Reference 1: 
Government / Company Name:  ________________________________________________________________________ 

Location:  __________________________________________________________________________________________ 

Contact Person and Title:  _____________________________________________________________________________ 

Telephone Number:  _________________________________________________________________________________ 

Email:  ____________________________________________________________________________________________ 

Scope of Work:  _____________________________________________________________________________________ 
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Reference 2: 
Government / Company Name:  ________________________________________________________________________ 

Location:  __________________________________________________________________________________________ 

Contact Person and Title:  _____________________________________________________________________________ 

Telephone Number:  _________________________________________________________________________________ 

Email:  ____________________________________________________________________________________________ 

Scope of Work:  _____________________________________________________________________________________ 

 
Reference 3: 
Government / Company Name:  ________________________________________________________________________ 

Location:  __________________________________________________________________________________________ 

Contact Person and Title:  _____________________________________________________________________________ 

Telephone Number:  _________________________________________________________________________________ 

Email:  ____________________________________________________________________________________________ 

Scope of Work:  _____________________________________________________________________________________ 

 
 
 
 
IMPORTANT:  VENDOR MUST COMPLETE THIS BID DOCUMENT IN ITS ENTIRETY IN ORDER FOR IT TO BE VALID 
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