ATTACHMENT B – SPECIFICATIONS
RFX 3000025681 - LIBRARY MATERIALS AND SERVICES (STATEWIDE)


Purpose

The State of Louisiana, Office of State Procurement, invites interested vendors to submit a firm discount on Library Materials and Services, in accordance with the following terms and conditions.  The intent is to obtain the most cost effective pricing for these goods, while maximizing the quality and level of service.  Qualified companies must have the capability to provide products and services in all respects in accordance with the solicitation documents.

This solicitation is a catalog discount and net pricing bid for the services and purchases of all types of library materials, both domestic and foreign, including, but not limited to the following:  custom books in print, out-of-print, and rare; custom web-based library products; non-subscription based ebooks; audiobooks; CD/DVD/Blu-Ray and MP3/MP4 format; standing orders for both serial and monographic publications; ephemeral publications; pamphlets (both bound and unbound); pre-bound books; pre-processed books; musical scores, sheet music; non-print media including, but not limited to, maps, charts, globes, slides, film, discs, microforms; and materials processing.

This solicitation is primarily for off the shelf, non-subscription based Products. Electronic databases and subscription based items, such as serials, periodicals, and subscription based eBooks are not within the scope of this solicitation.

Exclusions

The following items shall not be ordered using the contract: 
· Audio-Visual Equipment
· Computers and Peripherals
· Copiers
· Electric Books or Audiobooks that require platform, ongoing or annual fees
· Furniture
· Printers
· Media security systems

Who may respond

Publishers, producers, dealers, jobbers, re-sellers, and/or subscription agents who provide library materials described herein.  More than one Contractor may supply the same material.  The Ordering Agency shall be responsible for determining which, if more than one, Contractor offers the best discount if multiple sources offer the same materials.

Customer Service/Support

The Contractor shall have in operation an email address and toll-free number of a Customer Service Representative assigned to the contract in order to facilitate and expedite orders in process and other routine business.  The Contractor should have the capability to service extraordinary requests or orders by email, telephone or fax.  These will be kept to a minimum.



Orders

A. Orders may be placed by libraries online, by email, facsimile, mail and telephone.
B. The Contractor shall provide confirmation of order receipts and credit returns at the discretion of the end user.
C. The Contractor shall have a process in place to notify the ordering library of any issues related to the order, i.e. pricing, incorrect stock numbers, units of measure, out of stock, backordered, etc. within 3 business days of receipt of order, to provide the ordering library timely resolutions.
D. Library materials which cannot be supplied within 30 business days will be indicated with a status report, electronic or paper.  The report on library materials shall list the title, author, ISBN/ISSN, number of copies ordered, the publisher, the reason for current unavailability, and the order account name(s) and number(s). All orders discovered to be unavailable or indefinitely out of stock at the publishing source shall be cancelled, and notice of such provided to the ordering library.
E. The Contractor shall maintain an adequate supply of all items in order to meet specified delivery.  Evidence of inability to perform or intentional delay may be cause for contract cancellation.
F. Rush Ordering – up to 5% of the total of the contract may require “rush” or expedited separate handling by the Contractor at NO additional charge.
G. There shall be no minimum order requirement and no small order fees.
H. The Contractor will provide Machine-Readable Cataloging (MARC) records in currently accepted standard (AACR2, RDA, etc.).
I. The Contractor cannot require an ordering library to buy a bundled lot of items to receive a particular item.



Online Ordering

The Contractor shall have in operation an online ordering system, including online ordering status information via a secured Internet website, available 24 hours per day, 7 days per week, and 365 days per year, and shall provide the URL address of the website.  This ordering system shall have a searchable database of titles.  This online ordering system shall provide and display item information, including author, title, ISBN/ISSN, publisher, date of publication, edition information, subject data/metadata/genre, format, list price, discounted price, and item availability.  This ordering mechanism shall be capable of delivering order confirmation and support electronic data interchange protocols such as XML, BISAC, EDIFACT, X12, etc. The online ordering system will not retain credit card information for any end user, unless permitted by the end user. The Contractor shall be PCI-compliant for any credit card purchases.

To promote transparency in the contracts, the vendors will be required to assign a unique password that can be publicly accessed to view MSRP pricing, contracted percent discount and net price. The password will not be associated to an open spend account, the Agencies will be required to set up their unique account and password.

The Contractor shall be responsible for training library personnel in the use of this ordering tool.

The following information will not be associated with or allowed on any website.  If the website is found to have any of the features below or any other deemed inappropriate by the Office of State Procurement, the contract will be suspended until such time the reason for the suspension has been resolved.

1. Drawings for prizes
2. Free give-aways
3. Inappropriate advertising of products not approved for sale through the catalog contract
4. Customer information cannot be sold or given to an outside interest
5. Terms and Conditions that are in conflict with the laws of the State of Louisiana

Any such electronic shopping/order system shall be in compliance with all applicable patent, copyright and/or property right laws for such electronic systems.

Taxes

The Contractor shall not charge any sales taxes to tax-exempt State customers.

Delivery and Fulfillment Expectations

Titles on an order (except for pre-publication orders) shall be supplied by the Contractor within 30 business days after receipt of the order.  Pre-publication orders shall be supplied by the Contractor within 15 business days after release of publication.  Consistent failure to maintain this minimum time consideration may be considered grounds for cancellation.


Credit Memoranda and Replacements

The Contractor will provide libraries appropriate forms for the preparation of credit memoranda to be used in the event of incorrect or incomplete shipments or similar problems.  Replacement at NO charge for materials discovered to be defective will be made by the Contractor for up to 1 year after receipt of the material at libraries, regardless of whether the material has been processed.

Invoicing

A. The Contractor shall be able to customize invoices at the discretion of the ordering library.  Separate accounts and account numbers for each library must be maintained.  It is necessary that the Contractor provide multiple methods of billing to meet the unique requirements of the libraries.  Invoices must be provided in the manner requested by the individual ordering library.  An invoice copy should accompany each shipment of books as a packing check. All items should be alphabetically arranged by title and should also include the following: author, ISBN/ISSN (International Standard Bunch Number/International Standard Serial Number), number of copies, list price, discount rate, extended price, and order or Purchase Order number, if applicable.

B. The Contractor shall be required to offer a “bill complete” invoice (a single invoice per purchase order regardless of the number of shipments required to complete the order) or a “bill by shipment” invoice (receiving one bill per delivery) at the discretion of the ordering library.

C. The Contractor shall maintain a monthly invoicing accuracy rate of at least 95% on all invoices processed.  Invoices that are credited for returns due to ordering library’s error are not to be counted as inaccurate on the Contractor’s part.

D. The Contractor shall submit the invoice in accordance with the “bill to” instructions on the ordering library’s order.

Payment

Libraries are directed to pay the Contractor upon presentation of properly executed invoice after goods have been received, inspected, and accepted. Invoices will be paid within 30 days of receipt of complete and satisfactory delivery, or receipt of properly executed invoice, whichever is later.  In case of partial shipments, the ordering library shall not refuse to effect shipment of the balance of the order.
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