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Shawnee State University 
Purchasing Department 

940 Second Street • Portsmouth, Ohio 45662-4344 • 740.351.3314 
 

Request for Proposal 
 

 
RFP No.: 21-07-10 Date: July 21, 2010 
 
Shawnee State University is soliciting proposals for fine paper. Proposals must be received by the Purchasing Department no 
later than 2 p.m. EDT on Wednesday, August 4, 2010. At that time, the proposal will be opened. You must notify the 
Purchasing Department at least 24 hours prior to the opening if you plan to attend. 
 
Bid results will not be given out after the bid opening until such time as an award is made. Bid results may then be requested 
by writing to Pat Carson, director of purchasing, at the address above. 
 
NOTE: It is the vendor’s responsibility to see that the proposal is received in the Purchasing Department prior to the proposal 
opening time. 

Any questions pertaining to this request for proposal shall be directed to Pat Carson, director of purchasing, in writing, at the 
above address or to pcarson@shawnee.edu. To be given consideration, these requests must be received by 5 p.m., July 
28, 2010. Changes in the specifications will be provided to all known bidders, in writing, via an addendum posted on the 
Purchasing Department’s website (http://www.shawnee.edu/off/prch/RFP.html) by Friday, July 30, 2010. 
 
All Bidders shall return one (1) original and three (3) copies of their proposal to the Purchasing Department, Shawnee State 
University, Attention: Pat Carson, 940 Second Street, Portsmouth, OH 45662. Your proposal must be clearly marked: RFP: 
21-07-10 Fine Paper 

 
The University reserves the right to accept or reject any or all proposals or any part of any proposal received and to waive any 
formalities or technicalities in any proposal received. The University further reserves the right to make an award based upon 
various selection criteria. Price alone will not be the sole determining factor in the selection process. 
 
 

 
If favored with this order, we agree to furnish the items hereon at the prices quoted and under the 
conditions indicated. 
 
Return this completed sheet with proposal. 
 
 
Vendor: 
 
By: 

signature 
 
Name: 

type or print 
 
Title:                                                                                               Date: 
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Ohio Revised Code (O.R.C.) Section 9.24, prohibits the State from awarding a contract to any bidder(s) against 
whom the Auditor of State has issued a finding for recovery if the finding for recovery is “unresolved” at the 
time of award. By submitting a proposal, bidder warrants that it is not now, and will not become, subject to an 
“unresolved” finding for recovery under O.R.C. 9.24, prior to the award of any contract arising out of this 
Request for Proposal, without notifying Shawnee State University of such finding. 

 
 

Shawnee State University 
Request for Proposal 

RFP # 21-07-10 

 
 

Fine Paper 
 
 

July 21, 2010 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Mailing Address: 

Shawnee State University 
940 Second Street 

Portsmouth, OH 45662-4344 
 

Delivery Address: 

Shawnee State University 
Purchasing Department 
Administration Building 

 
Contact: 

Pat Carson 
Director of Purchasing  

740.351.3460 phone • 740.351.3567 fax 
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RFP No.: 21-07-10  

Notice to Bidders 
 
Shawnee State University (hereinafter “the University”) is accepting competitive sealed proposals to provide fine paper 
in accordance with the terms, conditions, and requirements set forth in this Request for Proposal (RFP).  
 
 
Bidders are cautioned to read the information contained in this RFP carefully and to submit a complete response to 
all requirements and questions in the order listed. 
  
 
Proposals will be received at: 
 
Mailing Address: Shawnee State University 

 Purchasing Department 
 940 Second Street 
 Portsmouth, Ohio 45662-4344 

 
Delivery Address: Shawnee State University 
 Purchasing Department 
 Administration Building, First Floor 

 Portsmouth, Ohio 45662 
 
Proposals are due no later than 2 p.m. EST on Wednesday, August 4, 2010. 
  
Proposal documents must be delivered to the Shawnee State University Purchasing Department prior to the due date and 
time. Any proposal received after the time and date specified or improperly marked, prepared, or submitted, may not be 
eligible for consideration and may be returned unopened.  

 
The University accepts no responsibility for delays in the university mail system, the U. S. Postal Service, or any commercial 
mail carrier. It is the responsibility of the respondent to insure that its proposal is delivered to the proper place by the proper 
time.  
 
IMPORTANT: The bidder is cautioned against last minute, exclusive reliance on overnight delivery services. The 
University’s relatively remote location results in frequent problems with on-time delivery. 
 
Bid envelopes shall be sealed and clearly marked: 

 RFP #21-07-10 
 Fine Paper 
 Shawnee State University 
 
Faxed or emailed responses will not be accepted. 
 
Questions or concerns regarding this Request for Proposal shall be directed to: 
 

Pat L. Carson 
Director of Purchasing 
940 Second Street 
Portsmouth, OH 45662 
Email: pcarson@shawnee.edu 
Fax: 740.351.3567  

 
Apart from the contact required for any on-going business at Shawnee State University, bidders are specifically 
prohibited from contacting any individual at, or associated with, Shawnee State University regarding this RFP. 
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Bidder communication shall be limited to the contact named above and on the cover page of this document. A 
bidder’s failure to adhere to this prohibition may, at Shawnee State University’s sole discretion, disqualify the 
bidder’s proposal. 
 
The University reserves the right to accept or reject any or all proposals or any part of any proposal received and to waive any 
formalities or technicalities in any proposal received. The University reserves the right to make an award based upon various 
selection criteria. Price alone will not be the sole determining factor in the selection process. Further, the University reserves 
the right to negotiate the final details of the Contract with the successful bidder.  
 
The University will not consider any proposal not prepared and submitted in accordance with the provisions herein 
outlined and may reject any or all proposals. Any proposal may be withdrawn prior to the above scheduled time for the 
opening of proposals. Any proposal received after the time and date specified will not be opened. No bidder may withdraw a 
proposal within 30 days after the actual proposal opening time and date. 
 
 
 
 
 
 
 
 
 
 

As a result of Ohio Senate Bill 9, Shawnee State University is responsible for obtaining the attached Declaration 
Regarding Material Assistance / Non Assistance to a Terrorist Organization (DMA) form (Exhibit D) from any 
vendor with an annual aggregate amount greater than $100,000. 
 
The DMA form was created to provide the state with an additional tool to deter and prosecute acts of terrorism 
within Ohio. The U. S. State Department’s Terrorist Exclusion List is being used to identify terrorist 
organizations. DMA is a provision of Ohio Senate Bill 9, which is Ohio’s homeland security and anti-terrorism 
legislation. The revised version of the bill was signed into law by Governor Taft on January 11, 2006. 
  
Pursuant to the Ohio Revised Code, Sections 2909.32, 2909.33, and 2909.34, vendors having business contracts 
with any funding from any government entity in an annual aggregate amount greater than $100,000 must 
complete the vendor DMA form. 
 
Additional DMA forms and reference information, including a list of licenses subject to DMA and the Terrorist 
Exclusion List, can be found on the Ohio Homeland Security website at www.homelandsecurity.ohio.gov/dma.asp. 
The forms are in PDF format. Please complete the attached DMA form (Exhibit D) and return it to us with your 
completed proposal. 

 
Shawnee State University does not discriminate in admission, access, or treatment in programs and activities or employment 
policies or practices on the basis of race, creed, sex, color, national or ethnic origin, religion, marital status, age, sexual 
orientation, Vietnam-era or qualified disabled veteran status, or qualified handicap. Inquiries regarding compliance with Title 
VI, Title IX, and Section 504 may be directed to the Affirmative Action Coordinator, located in the Office of the President, 
Administration Bldg., Shawnee State University, Portsmouth, OH 45662, telephone 740.354.3205; to the Director, Ohio Civil 
Rights Commission, 220 Parsons Ave., Columbus, OH 43266; to the Director, Office for Civil Rights, U.S. Department of 
Education, Region V, 401 S. State St., Chicago, IL 60605; or to the Assistant Secretary for Civil Rights, U.S. Department of 
Education, Washington, D.C. 20202. 
 
 
 

Ohio Revised Code (O.R.C.) Section 9.24 prohibits the State from awarding a contract to any bidder(s) against 
whom the Auditor of State has issued a finding for recovery if the finding for recovery is “unresolved” at the 
time of award. By submitting a proposal, bidder warrants that it is not now, and will not become, subject to an 
“unresolved” finding for recovery under O.R.C. 9.24, prior to the award of any contract arising out of this 
Request for Proposal, without notifying Shawnee State University of such finding. 
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Section 1 ― Overview and proposal requirements 
 
 
1.1 General 
 
Shawnee State University requests sealed proposals from qualified and experienced firms for the purchase of fine paper, 
meeting the minimum specifications stated and in accordance with the terms, conditions, and requirements set forth in this 
Request for Proposal (RFP). This RFP provides sufficient information for interested parties to prepare and submit proposals 
for consideration by the University. 
 
1.2 Quantity and Duration 

 
The contract shall cover Shawnee State University’s fine paper supply requirements from award of contract through June 30, 
2012. The contract may be extended, under the same terms and conditions, for two additional one-year periods upon the 
mutual agreement of both parties. Shawnee State University does not obligate itself to purchase the full amount of the 
quantities listed; however, the full discount or price structure offered must be allowed should the purchase be less. The 
University’s requirements may exceed the quantities shown and the vendor shall be required to furnish all items ordered, via 
purchase order or procurement card, during the effective period of this contract. Further, as determined by the director of 
purchasing, the University reserves the right to issue special invitations to bid for large or unusual requirements. 
 
1.3 Contract Extension 
 
This contract may be extended under the same terms and conditions for two additional years, one year at a time, by mutual 
agreement of both parties. 
 
1.4 Pricing 

 
Firm prices and/or discounts for the full term of the contract are preferred by the buyer, and offers of guaranteed price 
stability will be a consideration in award. Price increases as a result of supply, manufacturing, or transportation cost will be 
considered, but only upon written request, accompanied by DOCUMENTED, ACTUAL COST data and filed 30 days prior 
to the requested date of increase. No price increases will be considered during the first 90 days of the contract, or during the 
last 30 days of the contract. The vendor must honor original pricing on all orders placed prior to the effective date of the 
approved increases. Price decreases shall be passed on immediately, as they become available. 

Assuming that all paper within an item will be priced together, we have indicated only one price with the item. If there is a 
difference within that price item, because of color group, please indicate which colors are within each price group. 

Quality of paper, color hue, and value will determine the award bid, as well as cost, but low bid alone will not determine the 
award. Bid also may be awarded item by item and not necessarily as a total. 

All equal or alternate papers proposed by the bidder must be thoroughly tested and approved by Shawnee State University 
Printing & Graphic Services PRIOR to the bid award. 

Samples of all equal or alternate papers or for those papers not specified by brand name in the RFP Price Schedule are to be 
sent, at no charge, to the Shawnee State University Purchasing Department. Each sample must be labeled with the vendor’s 
name and the bid number, RFP 21-07-10. If extensive testing is deemed necessary by Printing & Graphic Services, a sample 
order will be shipped at bid prices. 

Reams are to be wrapped and labeled in labeled cartons. 
 
1.5 Substitutions 
 
In the event that a product becomes unavailable during the life of the contract, a sample of the recommended replacement 
must be submitted and approved by the University before substitution is made. 
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1.6 Delivery of Goods 

All deliveries are by vendor, and papers bid are “ON CALL” by Printing and Graphic Services on not more than 72 hours 
notice. Deliveries are to be unloaded in Shawnee State’s receiving area as directed by university personnel. Additional 
charges, if any, for delivery, unloading, placement of stock, pallets, storage, and insurance must be included in your bid price.  
 
1.7 Retrieval/Replacement of Stock 

 The vendor is to immediately retrieve and replace any stock that is deemed to be sub grade by the University, regardless of 
the manufacturer’s evaluation, at vendor’s expense. If stock cannot be replaced, full credit will be issued. It is the 
responsibility of the vendor to bid only paper which is guaranteed to run continuously on ALL university equipment, 
including high speed presses, collators, copiers, etc. Approved samples of paper DO NOT eliminate this responsibility of the 
vendor. 

 
1.8 Vendor Qualifications 

All responses to this RFP shall include a reference list of at least three organizations with which the vendor currently has 
contracts or has previously provided fine paper of equal type and scope within the past three years. Reference list shall 
include company name, contact person, and telephone number. The University may make such investigations as it deems 
necessary to determine the ability of the bidder to provide the range of products required by the University and to carry out 
the obligations of the contract.  
 
1.9 Content Requirements 

All proposals must be submitted in a sealed envelope and must include: 

A. One (1) original and three (3) photocopies of RFP response. 

B. The RFP cover sheet and Exhibits A, B, C, D, and E, all signed by the individual authorized to sign such 
documents on behalf of the bidder and to bind the company under any contract that may result from the 
submission of this proposal. 

C. A customer reference list of no fewer than three organizations ⎯ preferably public universities or government 
entities ⎯ with which the vendor currently has contracts or has previously provided fine paper of equal type 
and scope within the past five years. Reference list shall include, company name, contact person and telephone 
number. 

D. Detailed prices, which include all shipping costs, for the fine paper listed on Exhibit E, Price Sheet. 

E. Samples of all alternates quoted.  
 
 

Section 2 ― Standard terms and conditions of the RFP process 
 
2.1 Inquiries and interpretations: Bidders should carefully read the information contained herein and submit a 
complete response to all requirements and questions as directed. Only information contained in this RFP or supplemental 
written information supplied by the University should be considered in preparing proposals. No verbal interpretations, 
changes, or modifications should be considered in preparing the proposal. All assumptions made by the respondent must be 
clearly stated in the proposal and qualifiers must be placed in context. 

A. The respondent understands and agrees that it has the duty to explain and clarify any and all conditions imposed 
on or included in its responses to this RFP. Respondent further understands and agrees that it has an affirmative 
duty to inquire about and clarify any RFP statement that the respondent does not fully understand or that 
respondent reasonably believes may be susceptible to more than one interpretation. 

B. Responses to inquiries that directly affect an interpretation or change to this RFP will be issued in writing by 
addendum (amendment). All such addenda issued by the University prior to the time that proposals are received 
shall be considered part of the RFP, and the Bidder shall be required to consider and acknowledge receipt of such 
in their proposal. 
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C. Only those inquiries to which the University replies by formal written addenda shall be binding. Oral and other 
interpretations or clarification will be without legal effect. The Bidder must acknowledge all addenda in their bid 
response. 

  
2.2 Proposal preparation and submission requirements: In order to be considered for selection, vendors must submit a 

complete response to this Request for Proposal. All aspects of the proposal must be clearly explained; the bidder 
should not assume an opportunity to add further information will exist after submission. Proposals should follow the 
chronology of the RFP. 

 
A. All bidders shall provide one (1) original and three (3) copies of their proposal. Each copy of the proposal 

should be bound in a single volume and marked either “original” or “copy.” All documentation submitted with the 
proposal should be bound in that single document. The Bidder shall make no other distribution of the proposals. 
 

B. All prices must be clearly set forth. Bidders are cautioned to write all descriptions and prices clearly so there is no 
doubt as to the intent and scope of the proposal. Erasures and other changes in the proposal must bear the 
signature or initials of the bidder. In the event of a price discrepancy, unit prices will prevail. 

 
C. Bidders shall return sealed proposals to the University via first-class mail, certified mail, return-receipt requested 

mail, express mail, express delivery service, or hand-delivery. E-mailed and faxed responses will not be 
considered. Receipt of a proposal by the University mail system does not constitute receipt by the Purchasing 
Department. Proposals received after the submission date and time will not be considered. Requests for extension 
of submission date and time will not be granted unless the University determines, at its sole discretion, that the 
original due date appears impractical. Notice of any extension will be provided in writing to all contractors. 

 
D. Proposals should provide information essential for a straightforward and concise description of the respondent’s 

capability to satisfy the requirements of the Request for Proposal. Respondent may include any additional data not 
provided for elsewhere and considered to be pertinent to this RFP as an addendum to the proposal. Emphasis 
should be on completeness, clarity of content, responsiveness to the requirements, and an understanding of the 
University’s needs. 

 
E. Respondents may submit any number of proposals, but if more than one proposal is submitted, they should be 

included in the same document. For each distinct alternate proposal, add an appendix containing only those 
sections that differ from the main proposal. For each such instance, include an identifier such as Appendix A at 
the center top of the page. 
 

F. The University will not provide compensation to Bidders for any expenses incurred by the Bidder(s) for proposal 
preparation or for any demonstrations that may be made, unless otherwise expressly stated. Bidders submit 
proposals at their own risk and expense. 
 

G. Proposals that are qualified with conditional clauses or alterations or items not called for in the RFP documents, or 
irregularities of any kind, are subject to disqualification by the University as its option. 
 

H. Failure to comply with the requirements contained in this RFP may result in the rejection of the proposal. 
 

2.3 Proposal Format: Each proposal should be prepared simply and economically, providing a straightforward, concise 
description of the bidder’s ability to meet the requirements of this RFP. Emphasis should be on completeness, clarity 
of content, responsiveness to the requirements, and an understanding of the University’s needs. 

 
2.4 Signatures required: The RFP cover sheet and Exhibits A, B, C, D, and E must be signed and completed by the 

person authorized by the bidder to sign such documents on their behalf. Failure to sign the proposal or submit the 
required signed forms may disqualify the proposal. Any proposal, which does not include prices, terms, the RFP 
number, date, and a realistic delivery promise may be considered an incomplete proposal. 

 
2.5 Alternates and variations from requirements: Wherever items or services have been specifically described, such 

identification is descriptive and not restrictive. If the bidder has an equal, alternative proposal, that alternative must be 
clearly and completely described. The University will consider alternates that meet or exceed the quality and 
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characteristics specified. The University is not bound to accept any proposals that are not in its best interest. The 
determination as to acceptability of the alternate offered is the responsibility of the University and will be based on 
information furnished by the bidder, as well as information reasonably available to the University. Unless the bidder 
clearly indicates that an alternative is being offered, it will be assumed that the proposal meets the requirements 
exactly as specified in this document. CAUTION TO BIDDERS: It is not the responsibility of the University to 
secure any information not identified in the bidder’s proposal. Information furnished may include specific references 
to catalogs, brochures, or other material previously furnished. Otherwise, such information must accompany the 
proposal. 

 
2.6 Proposal following receipt: The University reserves the right to: a) request clarification from any bidder on any or all 

aspects of its proposal, b) cancel and/or reissue this RFP at any time, and c) retain all proposals submitted in response 
to this RFP. 

 
2.7 Qualifications of bidders: The University may make such investigations as it deems necessary to determine the 

ability of the bidder to perform the work and reserves the right to visit the factory or factories to inspect the products in 
the process of manufacturing. The bidder shall furnish to the University all such information requested and shall 
cooperate on any inspection trips. 

A. The University reserves the right to reject any bid if the evidence submitted by, or investigation of a bidder, fails 
to satisfy the University that a bidder is properly qualified to carry out the obligations of the contract. The 
successful bidder will be responsible for all required county, city, and state permits. 

2.8 Oral presentation: Vendors who submit a proposal should be prepared to give an oral presentation of their proposal 
to the University, if requested to do so. This will provide an opportunity for the vendor to clarify or elaborate on their 
proposal, but will in no way change their original proposal. The Purchasing Department will schedule the time and 
location of any such presentations. Oral presentations may be requested from those vendors that the University feels 
have presented the most advantageous written proposals that meet the University’s needs. Therefore, proposals should 
be complete as presented. 

 
2.9 Selection of proposals: Shawnee State University intends to accept the offer that is most advantageous, in the opinion 

of the University, based on its assessment of how well each proposal meets the criteria for evaluation. In order to be 
technically sufficient, a proposal must be fully responsive to all the requirements stated in the RFP. An award for the 
services specified in this RFP may be made following the evaluation of the responses, with or without further 
negotiation with Bidders. The University, in its sole best judgment, shall decide if an award will result from this RFP. 
The University reserves the right to reject any and all proposals received as a result of this RFP, to modify proposals, 
or to negotiate separately with any source whatsoever, in any manner deemed to be in the best interest of the 
University. Representations made within the proposal will be binding on responding firms. The University will not be 
bound to act by any previous communication or proposal submitted by the firms other than this RFP. The University 
makes no guarantee that an award will be made as a result of this RFP. 

 
2.10 Bidder’s acceptance of evaluation methodology: Submission of a proposal indicates Bidder’s acceptance of the 

evaluation technique and Bidder’s recognition that some subjective judgments must be made by the University. 
 

2.11 Validity Period: Proposals are to be valid for the University’s acceptance for a minimum of 90 days from the 
submittal deadline date to allow time for evaluation, selection, and any unforeseen delays. 

 
2.12 Terms and conditions: The Standard Contract Terms and Conditions (Section 3) shall govern any Contract issued as 

a result of this Request for Proposal. 
 
2.13 Compliance with federal, state, and local laws: Vendor warrants in submitting a proposal hereon and in the 

performance of an award as a result of this offer he/she has complied with or will comply with all applicable Federal, 
state, University, and local laws, ordinances, and all lawful orders, rules, and regulations thereunder. The bidder, by 
submitting the proposal or performance which results from an award by the buyer, agrees not to discriminate against 
any employee or applicant for employment because of race, color, creed, religion, sexual orientation, national origin, 
sex, age, handicap or Vietnam era veteran status. The vendor further agrees that every sub-contract for any ensuing 
order will contain a provision requiring non-discrimination in employment as specified above. This covenant is 
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required pursuant to Executive Order 11246, Laws & Regulations of the State of Ohio. Any breach thereof may be 
regarded as material breach of contract or purchase order and cause for cancellation 

 
2.14 Suspension or debarment: In submitting its proposal or in its performance under an award by the University, the 

successful bidder certifies that it is not suspended or debarred by the Federal Government or the State of Ohio from 
participating in Federal or State funded projects. 

 
2.15 Findings for recovery: Ohio Revised Code (O.R.C.) Section 9.24 prohibits Shawnee State University from awarding 

a contract or agreement to any bidder(s) against whom the Auditor of State has issued a finding for recovery if the 
finding for recovery is “unresolved” at the time of award. By submitting a proposal, the bidder warrants that it is not 
subject to an “unresolved” finding for recovery under O.R.C. 9.24. 

 
2.16 Ohio Senate Bill 9: As a result of Ohio Senate Bill 9, Shawnee State University is responsible for obtaining the 

attached Declaration Regarding Material Assistance / Non Assistance to a Terrorist Organization (DMA) form 
(Exhibit D) from any vendor with an annual aggregate amount greater than $100,000. 

A. The DMA form was created to provide the state with an additional tool to deter and prosecute acts of terrorism 
within Ohio. The U. S. State Department’s Terrorist Exclusion List is being used to identify terrorist 
organizations. DMA is a provision of Ohio Senate Bill 9, which is Ohio’s homeland security and anti-terrorism 
legislation. The revised version of the bill was signed into law by Governor Taft on January 11, 2006. 

B. Pursuant to the Ohio Revised Code, Sections 2909.32, 2909.33, and 2909.34, vendors having business contracts 
with any funding from any government entity in an annual aggregate amount greater than $100,000 must 
complete the vendor DMA form. 

C. Additional DMA forms (in PDF format) and reference information, including a list of licenses subject to DMA 
and the Terrorist Exclusion List, can be found on the Ohio Homeland Security website at 
www.homelandsecurity.ohio.gov/dma.asp. Bidders must complete the attached DMA form (Exhibit D) and return 
it with their completed proposal. 

 
2.17 Ohio House Bill 684: The bidder, by submitting a proposal, certifies that all applicable parties listed in Division (I)(3) 

or (J)(3) of O.R.C. Section 3517.13 are in full compliance with Divisions (I)(1) and (J)(1) of O.R.C. Section 3517.13. 
 
2.18 Costs incurred by bidder: The bidder, by submitting a proposal, agrees that any cost incurred by the bidder in 

responding to this RFP, or in support of activities associated with this request, are to be borne by the bidder and may 
not be billed to the University. The University will incur no obligation or liability whatsoever to anyone by reason of 
issuance of this RFP, or action by anyone relative thereto. 
 

2.19 Ownership of material: Ownership of all data, material, and documentation originated and prepared for the 
University pursuant to the Request for Proposal shall belong exclusively to the University. 

 
2.20 No bid requirement: Bidders who are unable to respond are requested to date and sign the signature sheet, indicate 

“NO BID” and give a brief explanation, and return the price inquiry before due date. 
 
2.21 Contractual obligations: The contents of the proposal submitted by the successful bidder, revised as needed and by 

mutual agreement, will be considered contractual obligations upon award. 
 
2.22 Materials provided and proprietary information: All materials submitted in response to this RFP will become 

property of the University upon delivery. All bid documents, including proposals and evaluation documents, are non-
proprietary and subject to public disclosure after contract award. All information, except for items reasonably 
identified by bidder as trade secrets or proprietary information, are subject to public disclosure under Ohio Revised 
Code Section 149.43. Bidder shall be solely responsible for protecting its own trade secret or proprietary information, 
and will be responsible for all costs associated with protecting this information from disclosure. University shall keep 
one (1) copy of proposals in accordance with its record retention schedule. 

   
2.23 Conflict of interest statement: By fulfilling the requirements of this RFP, bidder acknowledges that no conflict of 

interest exists between the bidder and Shawnee State University, or consultant and its employees, or any members of 
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their families in relation to any university policies or guidelines or state laws.  Any person who acquires a conflicting 
personal interest as of the date the work herein is to begin shall immediately disclose such interest to the University in 
writing. Vendor shall not participate in any action affecting the work under this Agreement, unless the University has 
determined that such participation would not be contrary to public interest. 

 
2.24 Gratuities and gifts:  The University may immediately disqualify any bidder from the selection process if it is found 

by the University that gratuities, in the form of entertainment, gifts, or otherwise, were offered or given by the bidder, 
or any agent or representative of the bidder, to an officer or an employee of Shawnee State University in an effort to 
secure a contract or favorable treatment with respect to the awarding of a contract. In the event that the bidder is 
disqualified by the University pursuant to this provision, the University shall be entitled, in addition to any other rights 
or remedies available at law and equity, to recover any costs incurred, or withhold the cost incurred by the Supplier, in 
providing such gratuities. 

 
2.25 Section headings: All section headings are for convenience of reference only and are not intended to define or limit 

the scope of any provisions of this RFP. 
 
 

Section 3 ― Standard contract terms and conditions 
 

3.1 General: These Terms and Conditions shall be made a part of and govern any Contract, if any, resulting from this 
Request for Proposal. 

   
3.2 Entire agreement: The Request for Proposal and any resultant Contract shall be the complete and exclusive statement 

of the agreement between the University and the Contractor and supersedes all prior oral or written agreements. 
 

A. The terms and conditions of any purchase order, agreements, amendments, modifications, or other documents 
submitted by either party which conflict with, or in any way purport to amend or add to any of the terms and 
conditions of the Contract are specifically objected to by the other party and shall be of no force or effect, nor 
shall govern in any way the subject matter hereof, unless set forth in writing and signed by both parties.  

 
3.3 Changes in scope: The University may at any time by written notice make changes within the general scope of any 

Agreement or purchase order which results from the RFP, to drawings and specifications, shipping instructions, 
quantities, and delivery schedules. Should any such change increase or decrease cost of, or the time required for 
performance of the purchase order, an adjustment in the price and/or delivery schedule will be negotiated. Price 
reductions shall be passed on to the University when and as they occur. 

   
3.4 Delivery: Time of delivery of all items included in this Agreement is of the essence. Contractor’s failure:  a) to meet 

delivery schedules or to deliver within a reasonable time, as solely interpreted by the University, or, b) to perform or 
adhere to the contract provisions, shall permit the University, at its sole discretion, to rescind or cancel the Agreement 
and to purchase in the open market articles or services of comparable grade to replace those rejected or not delivered. 
On all such purchases, Contractor agrees to replace those rejected or not delivered. Contractor agrees to reimburse the 
University for any expense incurred in excess of the original contract price. 

 
3.5 Freight terms: All prices quoted are to be F.O.B. Destination, Freight Pre-Paid and Allowed. Unless clearly stated 

otherwise by the bidder, prices quoted shall include all charges for transportation, packaging, etc., necessary to 
complete delivery on an F.O.B. Destination basis. 

 
3.6 Payments: Unless otherwise provided in this Agreement, no invoices shall be issued nor payments made prior to 

delivery. Unless freight and other charges are itemized, discount will be taken on full amount of invoice. All payments 
are subject to adjustment for shortage or rejection. 

 
3.7 Choice of laws: This Agreement and the rights of the parties hereunder shall be governed by the laws of the State of 

Ohio and only Ohio courts shall have jurisdiction over any action or proceeding concerning the Agreement and/or 
performance thereunder. 
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3.8 Time of performance: Contractor agrees to perform all obligations and render services set forth per this Contract in 
accordance with the schedules herein and as mutually agreed upon between the University and the Contractor during 
the term of this Contract. 

 
3.9 Acceptance of products and services: All products furnished and all services performed under this Contract shall be 

to the satisfaction of the University and in accordance with the specifications, terms, and conditions of the Contract. 
The University reserves the right to inspect the products furnished or the services performed and to determine the 
quality, acceptability, and fitness of such products or services. 

 
3.10 Force majeure: Notwithstanding any provision herein, each party’s time of performance shall be extended to the 

extent reasonably necessary in the event that an act of God, war, civil commotion, fire, explosion or other force 
majeure event which occurs without fault or negligence of non-performing party, and prevents timely performance 
under this agreement; provided, however, that such failure to perform or delay could not have been prevented through 
the use of reasonable precautions , and such delay or nonperformance cannot be  reasonably circumvented by the non-
performing party through the use of alternate sources, work around plans or other means. The affected party shall 
promptly notify the other party of the circumstances causing its delay or failure to perform and of its plans and efforts 
to implement a work around solution. For as long as such circumstances prevail, the party whose performance is 
delayed or hindered shall continue to use all commercial and reasonable efforts to recommence performance without 
delay. 

 
3.11 Default: In the event that the Contractor fails to carry out or comply with any of the terms and conditions of the 

Contract with the University, the University may notify the Contractor of such failure or default in writing and demand 
that the failure or default be remedied within ten days. In the event that the Contractor fails to remedy such failure or 
default within the ten-day period, the University shall have the right to cancel the Contract. 

 
A. Without limiting the foregoing, the following shall constitute a material breach by the Contractor, upon the 

occurrence of which the Contractor shall immediately notify the University: the Contractor ceases its business 
operation, makes a general assignment for the benefit of creditors, is adjudged bankrupt, or becomes insolvent 

 
B. The cancellation of the Contract, under any circumstances whatsoever, shall not effect or relieve Contractor from 

any obligation or liability that may have been incurred or will be incurred pursuant to the Contract. Such 
cancellation by the University shall not limit any other right or remedy available to the University at law or in 
equity. 

 
3.12 Contract Termination: Contract may be terminated under the conditions described in the following subparagraphs: 
 

A. This Agreement may be canceled, without any further obligation on the part of the University in the event that 
sufficient appropriated funding is unavailable to assure full performance of its terms. 
 

B. Failure by the Contractor to meet the terms and conditions of this Agreement will constitute default of the 
Agreement by the Contractor. In the event that said default continues for a period of ten (10) days after 
Contractor’s receipt of written notice from the University, the University may terminate the Agreement. 
Termination will in no way limit the University’s right to recover damages that arise as a result of the Contractor’s 
breach. 
 

C. The University may cancel the Agreement without cause after expiration of ninety (90) days from the effective 
date of the contract. The University will give the Contractor sixty (60) days prior written notice of intent. 
 

D. In no event shall such termination by the University, as provided for under this section, give rise to any liability on 
the part of the University, including but not limited to, any claims of Contractor for compensation for anticipated 
profits, unabsorbed overhead, or interest on borrowing. 

 
3.13 Insolvency of the Contractor: If, during the term of the contract, the Contractor should be adjudged bankrupt, 

become insolvent, make a general assignment for the benefit of creditors, cease conducting business in the normal 
course, suffer or permit the appointment of a receiver for its business or assets, or shall otherwise become the subject 
of proceedings under the Federal Bankruptcy Act or any other statute of any state relative to insolvency or protection 
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of rights of creditors, then the University may issue a written notice of termination of the contract by registered or 
certified mail to the Supplier and may terminate the contract immediately and without further notice. 

 
3.14 Contract amendments: The Contract may be amended within the Contract period by mutual consent of the parties. 

No modification or amendment to the Contract shall become valid unless in writing and signed by both parties. All 
correspondence regarding modifications or amendments to the Contract must be forwarded to the University’s vice 
president for finance and administration for prior review and approval. 

 
3.15 Independent contractor: Contractor recognizes that Contractor is engaged as an independent contractor and 

acknowledges that the University will have no responsibility to provide transportation, insurance, or other fringe 
benefits normally associated with employee status. Contractor, in accordance with its status as an independent 
contractor, covenants and agrees that it shall conduct itself consistent with such status, that it will neither hold itself 
out as nor claim to be an officer, partner, employee, or agent of the University by reason hereof, and that it will not by 
reason hereof make any claim, demand, or application to or for any right or privilege applicable to an officer, partner, 
employee, or agent of the University, including but not limited to, unemployment insurance benefits, social security 
coverage, or retirement benefits. Contractor hereby agrees to make its own arrangements for any such benefits as it 
may desire and agrees that it is responsible for all income taxes required by applicable law. 

 
3.16 Taxes: Contractor shall be solely responsible for any and all local, state, and/or federal taxes, business licensee fees, 

and such other costs as are related to this Agreement and/or the services provided herein. 
 
3.17 Sales Tax: Shawnee State University, as an instrumentality of the State of Ohio, is exempt from Ohio sales tax and 

Federal excise tax, including Federal transportation tax. An exemption certificate will be furnished by the SSU 
Purchasing Department upon request. 

 
3.18 Compliance with Law: During the term of the Contract, Contractor is required to be in full compliance with its 

obligations under existing applicable law, regulations, codes, and statutes as mandated in and by the State of Ohio. 
 
3.19 Acceptance of Services: All services performed under this Contract shall be to the satisfaction of the University and 

in accordance with the specifications, terms, and conditions of the Contract. The University reserves the right to 
review the services performed and to determine the quality, acceptability, and fitness of such services.  

 
3.20 Damage to university property: The Contractor shall protect from damage all existing University and or State of 

Ohio property insofar as performance of this contract affects said property. Should damage occur, it is the Contractor’s 
responsibility to restore the property to its original condition. The Contractor shall immediately notify the University 
of loss, damage, or destruction of university property caused by the Contractor, and shall furnish the University with a 
statement concerning the loss in such detail as the University may require. Should the Contractor fail to restore the 
damaged property to its original condition, the University (or its Agent) will do so and assign the cost to the 
Contractor. Claims by the University under this clause shall be made in writing to the Contractor within a reasonable 
time of the first observance of such damage. 

 
3.21 Damage to Contractor’s property: The University will not be held responsible for any equipment or merchandise 

owned/leased by the Contractor which is lost, stolen, or damaged while on the University’s premises. 
 
3.22 Insurance 

 
A. For any Contract which requires the Contractor to provide on-site services, the Contractor shall, prior to 

commencement of work, provide the University with Certificates of Insurance in the amounts shown below as a 
minimum requirement and shall maintain such coverage in effect for the full duration of the Contract. The insurer 
must be rated at least an ‘A’ by A. M. Best and Company.  
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Worker’s Compensation Statutory 
Employer’s Liability $1,000,000.00 
Comprehensive General Liability $1,000,000.00 each occurrence 
 $3,000,000.00 in the aggregate 
Comprehensive Automobile Liability 
(Any auto, hired auto, non-owned auto) 
a) Bodily Injury $   500,000.00 each occurrence 
b) Property Damage $   500,000.00 each occurrence 

 
If any part of the Contract is sublet, similar insurance shall be provided by or on behalf of the subcontractor to 
cover the subcontractor’s operations. The Contractor shall provide evidence of such insurance. In the event a 
subcontractor is unable to furnish insurance in the limits required under the Contract, the Contractor shall endorse 
the subcontractor as an additional insured on the Contractor’s policies.  
 
The Contractor and Shawnee State University will include reciprocal “hold harmless” language in the contractual 
agreement.  
 

B. Contractor shall deliver to the University: 
 
1) Certificates evidencing the existence of all such insurance promptly after the execution and delivery hereof 

and prior to the continued or additional performance of any services to be performed by the Contractor 
hereunder from or after the date of any agreement or purchase order; and 
 

2) Such Certificates shall name the University as an Additional Insured, with the exception of Workers’ 
Compensation and Employer’s Liability, and shall provide that the policies will not be cancelled until after 30 
days’ unconditional, unqualified written notice to the University. 
 

C. The insurance policies required in this RFP shall be kept in force for the periods specified below: 
 
1) The Contractor shall keep Commercial General Liability Insurance in force until receipt of final payment. 

 
2) Workers’ Compensation Insurance shall be kept in force until the Contractor’s obligations have been fully 

performed and accepted by the University in writing. 
 

D. The Contractor shall provide the University a full and complete copy of any insurance policy promptly upon 
request by the University, and without charge to the University. 

 
3.23 Indemnification 

 
A. The Contractor agrees to defend, indemnify, and hold harmless Shawnee State University, its officers, agents, 

employees, and/or subcontractors from any and all liability (statutory or otherwise), claim, suit, demand, damage, 
judgment, cost, interest, and expense, including but not limited to, reasonable attorneys’ fees and charges, which it 
may incur or pay out, by reason of or resulting from the performance of Contractor; or by any negligent act or 
omission by Contractor, its officers, agents, employees, and/or subcontractors in connection with any resulting 
Agreement, other than as may result from the gross negligence or willful misconduct of the University. 
Furthermore, the indemnification contained herein may not be assigned of subrogated to any third party, whether 
by operation of law or otherwise. 
 

B. The indemnities herein shall survive the termination of any agreement or purchase order for any reason 
whatsoever. 

 
3.24 Waiver of terms: The failure of the University to insist upon strict performance of any of the terms or conditions of 

the contract shall not be construed as a waiver or relinquishment for the future of any such term or condition, and the 
same shall be and shall remain in full force and effect. 
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3.25 Other benefits: It is understood and agreed that no benefits, payments, or considerations received by Contractor for 

the performance of services associated with and pertinent to the resultant Contract shall accrue, directly or indirectly, 
to any employees, elected or appointed officers or representatives, or any other person identified as agents of, or who 
are by definition, an employee of Shawnee State University. 

 
3.26 Non-disclosure: The Contractor and the University acknowledge that they or their employees may, in the performance 

of the resultant Contract, come into the possession of proprietary or confidential information owned by or in the 
possession of the other. Neither party shall use any such information for its own benefit or make such information 
available to any person, firm, corporation, or other organization, regardless of whether directly or indirectly affiliated 
with the Contractor or the University, unless (i) required by law, (ii) by order of any court or tribunal, (iii) such 
disclosure is necessary for the assertion of a right, or defense of an assertion of a right, by one party against the other 
party hereto, or (iv) such information has been acquired from other sources. 

 
3.27 Licenses and permits: Contractor shall secure and pay for all federal, state, and local licenses and permits required in 

the operation of their business.  
 
3.28 Publicity: The Contractor agrees that it shall not publicize this Contract or disclose, confirm, or deny any details 

thereof to third parties or use any photographs or video recordings of the University’s employees or use the 
University’s name or other identifying marks or property in its advertising without prior express written consent of 
Shawnee State University. 

 
3.29 Proprietary information provided by the University: Supplier agrees that it will keep confidential features of any 

equipment, tools, gauges, patterns, drawings, engineering data or other technical or proprietary information furnished 
by the University, and use such items only in the production of items or performance of the services included under 
this Agreement and not otherwise, unless the University’s written consent is first obtained.  Upon completion or 
termination of the order, Supplier shall return all such items to the University or dispose of them as directed by the 
University. 

 
3.30 Severability: In case any provision hereof, or of any resulting agreement or purchase order, shall, for any reason, be 

held invalid or unenforceable in any respect, such invalidity or unenforceability shall not affect any other provision 
thereof, and this Contract shall be construed as if such invalid or unenforceable provision had not been included 
herein. 

 
3.31 Assignment to others: Except as otherwise required by Ohio law, Contractor may not assign neither the purchase 

order, nor Agreement, nor any moneys due or which become due, without the prior written consent of the University. 
Any Assignment made without such written consent shall be void and grounds for termination. 

 
3.32 Freedom of access and use of facilities: The Contractor’s employees shall have reasonable and free access to use 

only those facilities of the University that is necessary to perform services under this Contract. 
 

3.33 Observance of university rules and regulations: The Contractor agrees that at all times its employees will observe 
and comply with all regulations of the University, including but not limited to: smoking, parking, and security 
regulations. 

 
3.34 Open records law: It is understood by the parties that Shawnee State University is a state university and is subject to 

the Ohio Public records Act and that any record kept by the University that is deemed a public record is subject to 
release if a proper request is made. 

 
3.35 Nondiscrimination: Contractor agrees that Contractor, any subcontractor, and any person acting on behalf of 

Contractor or subcontractor, will not discriminate, by reason of race, creed, color, religion, sex, age, disability as 
defined in R.C. §4112.01, national origin, or ancestry against any citizen of this state in the employment of any person 
qualified and available to perform the work under this agreement. 
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3.36 Intellectual property: To the extent that the work performed pursuant to this Agreement includes any work of 
authorship entitled to protection under the copyright laws, the work shall be deemed a work made for hire to the 
greatest extent permitted by law. SSU shall be the sole author of the work and any work embodying Contractor’s work 
according to the United States copyright law.  To the extent that the work is not properly characterized as a work made 
for hire, Contractor grants to SSU all right, title and interest in the work, including all copyright rights, in perpetuity 
and throughout the world.   

 
A. Any reports, data or material prepared by [Contractor] pursuant to this Agreement shall become the property of 

SSU. SSU, and any person, agency or instrumentality providing financial assistance for the work performed 
pursuant to this Agreement, shall have an unrestricted right to reproduce, distribute, modify, maintain and use the 
reports, data and material prepared pursuant to this Agreement, and [Contractor] shall not obtain copyright, patent 
or other proprietary protection for the reports, data or material. [Contractor] relinquishes any and all copyrights, 
privileges and proprietary rights to the reports, data and material. [Contractor] shall not include in any reports, 
data or material any third party copyrighted material, unless the copyright owner and any person, agency or 
instrumentality providing financial assistance to the work covered by this Agreement, gives prior written approval 
to use such copyrighted matter in the manner provided herein.  

 
3.37 Drug-free work place: Contractor agrees to comply with all applicable federal, state, and local laws regarding smoke-

free and drug-free work places and shall make a good faith effort to ensure that any of its employees or permitted 
subcontractors engaged in the work being performed hereunder do not purchase, transfer, use or possess illegal drugs 
or alcohol or abuse prescription drugs in any way.  

 
3.38 Financial obligation: All financial obligations of the University under this RFP are subject to the appropriation of 

sufficient funds of the General Assembly of the State of Ohio. If at any time sufficient funds are not appropriated to 
continue funding the payments due under the RFP, all of the University’s obligations under this contract are 
terminated as of the date that the funding expires, without further obligation of the University or the State. 

 
3.39 Notices: Any notices required or permitted to be given shall be in writing and effective upon receipt and shall be sent 

by certified mail, return receipt requested, postage pre-paid, addressed as follows: 

•   If to the Contractor, to the Contractor’s last known mailing address. 

•   If to the University: Pat L. Carson, Director of Purchasing 
 Shawnee State University 
 940 Second Street 
 Portsmouth, Ohio 45662 
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Exhibit A: 

Execution of Offer  
 
 

This sheet must be completed, signed, and returned with Bidder’s proposal. Failure to sign and return this sheet may 
result in the rejection of your proposal. 
 

 
1. By signature hereon, bidder offers and agrees to furnish the products and/or services at the prices quoted and comply 

with all terms, conditions, and requirements set forth per the RFP documents and contained herein. 
 

2. By signature hereon, bidder certifies that all statements and information prepared and submitted in response to this 
solicitation are current, complete, and accurate. 
 

3. By signature hereon, bidder certifies that the individual signing this document and the documents made part of the RFP 
is authorized to sign such documents on behalf of the company and to bind the company under any Contract that may 
result from the submission of this proposal. 
 

4. By signature hereon, bidder signifies his compliance with all federal laws and regulations pertaining to Equal 
Employment Opportunities and Affirmative Action. 

 
Complete the following: 
 
FEI no.        
 
Bidder Status Certification – as required by RC 3121.89 (check one) 
  

 Bidder is an individual, the sole shareholder of a corporation, or the sole member of a limited liability company. 
  

Please provide: Address:       
    

Date of Birth:      
 
Social Security Number:      

 
 Bidder is NOT an individual, the sole shareholder of a corporation, or the sole member of a limited liability 

company. 
 
If a corporation, state of incorporation        
 
Charter no.        
 
Submitted By: 
 
Company name          
 
Authorized signature      
 
Printed name/title               
 
Date        
 
Street address        
 
City, state, zip code         
 
Telephone number                                                          Fax number        
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Exhibit B: 
Vendor Affidavit 
 
 
This sheet must be completed, signed, and returned with bidder’s proposal. Failure to sign and return this sheet may 
result in the rejection of your proposal. 
 
 

 
State         
 
County        
 
 
 
 
 
I, authorized person for       , do hereby state and affirm that neither I nor any 
agents of the above-named company nor any other party acting on the company’s behalf have paid or agreed to pay directly 
or indirectly any person, firm, or corporation any money or valuable consideration for assistance in securing this contract. I 
further agree that no such money or reward will be paid hereafter. 
 
 
Do any Shawnee State University employees, or their family members, have financial interest in the organization submitting 
this proposal? 
 
 

 Yes      No 
 
 
If yes, please attach a statement giving details. 
 
 
Further Affiant sayeth naught   
                                                                          
  
                                                                                                                                                                       Affiant 
 
Sworn to and subscribed in my presence this        day of                                                     , 20             . 

 
 
 
                                                            
                                                                                                                                                                  Notary Public 
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Exhibit C: 
AAP/EEO Certification Form 
 

 
PLEASE NOTE: This form must be completed and signed for bid compliance! 
(Please check and/or complete the appropriate response.) 
 
Minority Business Enterprise 
 
The bidder   (is)  (is not) a minority business enterprise. A minority business enterprise is defined as an individual, 
partnership, corporation, or joint venture of any kind that is owned and controlled by United States citizens, who are one of 
the following economically disadvantaged groups: Blacks, American Indians, Hispanics, or Orientals. 
  
• A Requirement of a Minority Business ⎯ He/she must be certified as a minority vendor. To become certified, one must 
apply for certification with the Department of Administrative Services Division of Equal Opportunity Employment, State 
Office Tower, 30 East Broad Street, Columbus, OH 43215. 
 
E.D.G.E. (Encouraging Diversity, Growth, and Equity) Enterprise  
 
The bidder  (is)  (is not) an E.D.G.E. certified vendor. An EDGE participant must be a small, socially and economically 
disadvantaged business enterprise owned and controlled by U. S. citizens, who are Ohio residents. 

 
• A Requirement of an EDGE Business ⎯ He/she must be certified as an EDGE vendor. To become certified, one must 
apply for certification with the Ohio DAS, Equal Opportunity Division, EDGE Certification Office, 30 E. Broad St., 18th 
Floor, Columbus, OH 43215-3414. 

 

United States Products 
 
The goods  (are)  (are not) produced or mined in the United States of America, its possessions, or Puerto Rico. 
 
  
Ohio Products 
 
Note: Economic preference shall be given to Ohio bidders and bidders from “Border” states (Michigan, Kentucky, 

Pennsylvania, Indiana, and West Virginia), provided those states do not impose economic restraints on products 
produced or mined in Ohio. An “Ohio bidder” is defined as one who (1) offers Ohio products (defined to mean 
products which are mined, excavated, produced, manufactured, raised, or grown in the state and where the input of 
Ohio products, labor, skill, or other services constitutes no less than 25 percent of the sales outlets, manufacturing 
facilities in Ohio or that facilities demonstrate a significant capital investment in Ohio), (2) pays required taxes to 
the State of Ohio, and (3) is registered and licensed to do business in the State of Ohio with the office of Secretary of 
State. 

 
The bidder  (is)  (is not) considered a bidder from a “Border State” or an “Ohio bidder,” as described above. 
 
 
 

(continued on next page) 
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Conflict of Interest 
 

 The bidder certifies that none of the company’s directors or principal officers are employed by or affiliated with 
Shawnee State University, or; 

 
 The bidder certifies that, except for the persons whose names are listed on the following page (or on file with the 

University’s Purchasing Department), no other of the company’s directors or principal officers are employed by or 
affiliated with Shawnee State University. 

 
 

Name of company director or principal officer affiliated with or employed by Shawnee State University 
 
                                    NAME                            TITLE 

            
 
            
 
Failure to complete this document with the requested information concerning any of the representations cited above will 
disqualify your bid submittal. The University, at its discretion, may disqualify your bid if any such representations are 
deemed inaccurate or any such employment or affiliation creates a potential conflict of interest. 
 
 
Signed:   
 
Title:            
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: The provisions of this form are based on University regulations and the requirements of the Ohio Revised 
Code, Sections 125.081, 125.09, and 125.11. 
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Exhibit D: 

Declaration of Material Assistance 
 
 
 
 

*************************** FOR INSTRUCTIONAL USE ONLY *************************** 
 

READ BEFORE COMPLETING YOUR DMA FORM 
 
 
Forms not conforming to the specifications listed below or not submitted to the appropriate 
agency or office will not be processed. 
 

• To complete this form, you will need a copy of the Terrorist Exclusion List for reference. The Terrorist 
Exclusion List can be found on the Ohio Homeland Security Web site at the following address: 

http://www.homelandsecurity.ohio.gov/dma.asp 

• Be sure you have the correct DMA form. If you are applying for a state issued license, permit, 
certification or registration, the “State Issued License” DMA form must be completed (HLS 0036). If you 
are applying for employment with a government entity, the “Public Employment” DMA form must be 
completed (HLS 0037). If you are obtaining a contract to conduct business with or receive funding from a 
government entity, the “Government Business and Funding Contracts” DMA form must be completed 
(HLS 0038). The Pre-certification form (HLS 0035) should only be completed if you are specifically 
instructed to do so by the agency or office requesting the form. 

• Your DMA form is to be submitted to the issuing agency or entity. “Issuing agency or entity” means the 
government agency or office that has requested the form from you or the government agency or office to 
which you are applying for a license, employment or a business contract. For example, if you are seeking 
a business contract with the Ohio Department of Commerce’s Division of Financial Institutions, then the 
form needs to be submitted to the Department of Commerce’s Division of Financial Institutions. Do NOT 
send the form to the Ohio Department of Public Safety UNLESS you are seeking a license from or 
employment or business contract with one of its eight divisions listed below. 

  
• Department of Public Safety Divisions: 

Administration Ohio Homeland Security* 
Ohio Bureau of Motor Vehicles Ohio Investigative Unit 
Ohio Emergency Management Agency Ohio Criminal Justice Services 
Ohio Emergency Medical Services Ohio State Highway Patrol 
 

• DO NOT SEND THE FORM TO OHIO HOMELAND SECURITY UNLESS OTHERWISE 
DIRECTED. FORMS SENT TO THE WRONG AGENCY OR ENTITY WILL NOT BE PROCESSED. 

 
*************************** FOR INSTRUCTIONAL USE ONLY *************************** 

 
 
 



DECLARATION REGARDING MATERIAL ASSISTANCE/NO ASSISTANCE TO A TERRORIST ORGANIZATION

COMPLETE THIS SECTION ONLY IF YOU ARE AN INDEPENDENT CONTRACTOR

ZIP

 MI LAST NAME  FIRST NAME

HOME ADDRESS

COUNTY

WORK PHONE

CITY

HOME PHONE

STATE

For the purposes of this declaration, “material support or resources” means currency, payment instruments, other financial securities, 
funds, transfer of funds, and financial services that are in excess of one hundred dollars, as well as communications, lodging, 
training, safe houses, false documentation or identification, communications equipment, facilities, weapons, lethal substances, 
explosives, personnel, transportation, and other physical assets, except medicine or religious materials.

GOVERNMENT BUSINESS AND FUNDING CONTRACTS
In accordance with section 2909.33 of the Ohio Revised Code

RFP No.: 21-07-10

Exhibit D

This form serves as a declaration of the provision of material assistance to a terrorist organization or organization that supports 
terrorism as identified by the U.S. Department of State Terrorist Exclusion List (see the Ohio Homeland Security Division Web site for 
reference copy of the Terrorist Exclusion List).

Any answer of “yes” to any question, or the failure to answer “no” to any question on this declaration shall serve as a disclosure that 
material assistance to an organization identified on the U.S. Department of State Terrorist Exclusion List has been provided. Failure 
to disclose the provision of material assistance to such an organization or knowingly making false statements regarding material 
assistance to such an organization is a felony of the fifth degree.

Ohio Department of Public Safety
DIVISION OF HOMELAND SECURITY

http://www.homelandsecurity.ohio.gov

 
1. Yes No

2. Yes No

3. Yes No

4. Yes No

5. Yes No

6. Yes No

Page 2 of 3

COMPLETE THIS SECTION ONLY IF YOU ARE A COMPANY, BUSINESS OR ORGANIZATION

PHONEBUSINESS/ORGANIZATION NAME

Have you used any position of prominence you have with any country to persuade others to support  

Are you a member of an organization on the U.S. Department of State Terrorist Exclusion List?

HLS 0038 8/06           

BUSINESS ADDRESS

CITY STATE ZIP COUNTY

 LAST NAME  FIRST NAME  MI

In accordance with section 2909.32 (A)(2)(b) of the Ohio Revised Code
For each question, indicate either “yes,” or “no” in the space provided. Responses must be truthful to the best of your knowledge.

Have you hired or compensated a person you knew to be a member of an organization on the U.S.

Have you committed an act that you know, or reasonably should have known, affords "material support  

Have you solicited any individual for membership in an organization on the U.S. Department of

Have you knowingly solicited funds or other things of value for an organization on the U.S.

an organization on the U.S. Department of State Terrorist Exclusion List?

 Department of State Terrorist Exclusion List?

 State Terrorist Exclusion List?

or resources" to an organization on the U.S. Department of State Terrorist Exclusion List?

 Department of State Terrorist Exclusion List, or a person you knew to be engaged in planning,
 assisting, or carrying out an act of terrorism?

DECLARATION



APPLICANT SIGNATURE DATE
X

I hereby certify that the answers I have made to all of the questions on this declaration are true to the best of my knowledge. I 
understand that if this declaration is not completed in its entirety, it will not be processed and I will be automatically disqualified. I 
understand that I am responsible for the correctness of this declaration. I understand that failure to disclose the provision of material 
assistance to an organization identified on the U.S. Department of State Terrorist Exclusion List, or knowingly making false 
statements regarding material assistance to such an organization is a felony of the fifth degree. I understand that any answer of “yes” 
to any question, or the failure to answer “no” to any question on this declaration shall serve as a disclosure that material assistance 
to an organization identified on the U.S. Department of State Terrorist Exclusion List has been provided by myself or my organization. 
If I am signing this on behalf of a company, business or organization, I hereby acknowledge that I have the authority to make this 
certification on behalf of the company, business ororganization referenced on page 1 of this declaration.

CERTIFICATION

In the event of a denial of a government contract or government funding due to a positive indication that material assistance has 
been provided to a terrorist organization, or an organization that supports terrorism as identified by the U.S. Department of State 
Terrorist Exclusion List, a review of the denial may be requested. The request must be sent to the Ohio Department of Public Safety’s 
Division of Homeland Security. The request forms and instructions for filing can be found on the Ohio Homeland Security Division 
Web site.
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Shawnee State University
Printing Services

Price Schedule, 2010-2011

BOND/TEXT

Multi-Purpose Bond Colors     20#  11 x 17”       20,000
Astrobright Text * Colors     60#  8.5 x 11”      60,000
Astrobright Text * Colors     60#  11 x 17”       10,000 

Color Size
Estimated

Annual
Usage

Cost 
Per 

1000

Extended 
Price

OFFSET/TEXT

Offset Opaque (min. 92 bright)     White     70#  11 x 17”        60,000
Accent Offset Opaque * White     70#  8.5 x 11”      100,000
Linen Writing Text             White   24# 11 x 17”        10,000
Parchment Text Colors    60#  8.5 x 11”       10,000
Digital Opaque Offset (Long grain) White     70#  12 x 18”        20,000
Digital Opaque Offset (Long grain) White     80#  12 x 18” 20,000
Endurance Digital Gloss Text * White     80#  12 x 18”       100,000
Endurance Digital Gloss Text * White    100# 12 x 18”       100,000

COVER

Astrobright Cover, Colors * Colors    65# 8.5 x 11” 10,000
Linen Cover, White White    80# 11 x 17” 5,000
Parchment Cover Colors    65# 8.5 x 11” 10,000
Digital Opaque Cover, smooth White     80#   18 x 12” 10,000
Endurance Digital Gloss Cover * White     80#   12 x 18” 30,000
Endurance Digital Gloss Cover * White    100# 12 x 18” 30,000

INDEX

Index White   110#  8.5 x 11” 10,000
Index Colors   110# 8.5 x 11” 10,000
Index White   110# 11 x 17” 20,000
Index Colors   110# 11 x 17” 2,000

*No substitutions

All vendors must complete and return this price schedule. Failure to do so will result in the rejection of the proposal.

Paper 
(specify brand where appropriate)

Carbonless Blackprint 2-part            8.5 x 11”     25,000
Carbonless Blackprint 3-part            8.5 x 11” 40,000
Carbonless Blackprint 4-part            8.5 x 11” 20,000
Carbonless Blackprint Laser Snap 2-part             9 x 11” 5,000
Carbonless Blackprint Laser Snap 3-part             9 x 11” 10,000

CARBONLESS PAPER
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White Wove, Regular White    24#   No. 10        60,000
White Wove, Window White    24#   No. 10 50,000
White Wove, Regular White    24#    No. 9 25,000
White Wove, Regular, Security White     24#   No. 9 5,000
White Wove, Regular, Security White    24#   No. 10 10,000
White Wove Remittance Wallet Flap    White    24#    No. 9 5,000
White Wove Remittance Wallet Flap    White    24#    6 3/4 10,000
White Wove Open End Catalog Envelopes    White    28#   9 x 12” 30,000 
White Wove Booklet Envelopes White    24#    6 x 9” 2,500
Linen Writing White   24#   No. 10 10,000
Linen Writing White 70#      A-2 5,000

ENVELOPES

SPECIALTY PAPERS/ITEMS

Chipboard Chip    30pt. 11 x 17” 2,000
Pressure Sensitive White   60#  8.5 x 11” 2,000
Letterhead Boxes 8.5x11x2” 600
Letterhead Boxes 8.5x11x4” 600
Business Card Boxes 3.5x6.5x2” 500
Computer Paper, 1-part, 20 lb., perforated Greenbar 14 7/8x8.5”    10 cartons
Padding Adhesive for Carbonless Paper 3 quarts

*No substitutions
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