
Attachment A 

Bid Package 

Vendors are expected to submit proposals by providing information using in the order listed below.  Label each 

section as outlined. Vendors must submit to complete hard copies, including financial proposals.  Vendors must 

also submit electronic copies via USB drive of the bid package without the financial proposal. 

Section 1:  Provide a brief company history, including basic financial and staffing information, types of services 

provided and geographical areas of operations.  List the name and address of the company and a list of affiliated 

or related companies.  List the names of all owners of the company or officers of the corporation and a statement 

of disclosure and relationship. Provide a copy of a Dun & Bradstreet Supplier Evaluation Report or other financial 

support documentation. 

Section 2:  General Description of the retail services the vendor proposes to provide.  Options include (1) online 

ordering of textbooks and related instructional materials; (2) online and in-store provision of educational supplies 

and technology; (3) online and in-store provision of emblematic wearing apparel, memorabilia and supplies; and 

(4) in-store provision of items generally found in a “convenience store.”  Vendors may proposal one, all or any 

combination of services.  Vendors are asked to provide information demonstrating ability to provide the services 

proposed. 

Section 3:  Detailed information correlating to the retail services the responder proposes to provide.  Vendors 

wishing to operate the entire store operation, including online textbook purchasing and all other online an in-store 

retail operations, must submit Sections 3A through 3D below.  Vendors may also choose to bid on operation of 

only certain aspects of the store, and would submit only those sections that correspond.  For example, a Vendor 

wishing to engage only in the online sale of textbooks and related materials would submit Section 3A only.  A 

Vendor wishing to bid on online sale of textbooks and related materials and online and in-store sale of technology 

and educational supplies would submit Section 3A and 3B only.  The College reserves the right to award one 

contract to one Vendor for all operations, or to award more than one contract to Vendors operating different 

aspects of the store. 

 

 Vendors must provide information as labeled below: 

 

Section 3A:  Online ordering of textbooks and related instructional materials. Vendors must include 

responses to the following: 

 

1. Provide an overall description of your experience in providing online book ordering services to institutions 

of higher education. 

2. List at least 10 community colleges with enrollments of at least 3,000 FTEs with which you are currently 

under contract to provide this service.  Provide contact information. 

3. Provide information on your sources for obtaining textbooks and related materials, including access to 

low-cost educational resources. Discuss your approach for ensuring that sufficient quantities of specified 

course materials, which include but are not limited to physical textbooks, custom course packets, custom 

textbooks,  digital textbooks and related supplies and materials, as required or recommended by faculty for 

academic courses, will be available for purchase by students at the specific times the items are required. 

Discuss your approach for minimizing out-of-stock situations. 



4. Discuss your policies and practices, including pricing, for delivery of items. 

5. Discuss your refund policy. 

6. Discuss your interface with student financial aid. Describe your system for providing an automated 

transfer of account information between the College’s existing financial aid system and your Point of Sale 

(POS) system. 

7. Describe any connectivity or access to College systems required to perform the services outlined in this 

proposal. 

8. Describe in detail your website and processes for communicating with faculty, processing text adoptions, 

taking orders from students, and shipping materials. Describe your system for providing an online link 

from the College’s existing online registration system or online class schedule to your online book 

ordering system. Discuss your ability to assist with the College’s compliance with the Higher Education 

Opportunity Act. Can you provide a complete course materials/textbook database, coursepack builder and 

Open Educational Resources (OER) library? 

9. Discuss your policies and practices to ensure pricing will be competitive, related to the cost of providing 

materials, and will not exceed the industry standard.  Discuss your strategies to decrease the cost of course 

materials for students, including but not limited to textbook rentals, digital textbooks and OER  What are 

your processes for ensuring that coursepacks comply with U.S. copyright laws and regulation? 

10. State whether or not you intend to assign a dedicated account manager. 

11. Discuss your online support system, including hours of operation, response times, and forms of 

communication. 

12. Discuss your policies and practices for providing courteous and helpful service. 

13. Discuss your approach to meeting the standards of the Americans with Disabilities Act and Universal 

Design.  Include a discussion of your approach to ensure accessible texts are as readily available as all 

other materials, and your approach to making the ordering process accessible. 

14. Discuss your approach to marketing. 

15. Discuss your textbook buyback program. 

16. Provide an operational plan that includes how services will be maintained, including a staffing plan and 

organizational chart.  Discuss your hiring policies. 

17. Discuss your policies and practices for ensuring that the online ordering system is secure from hacking and 

other security threats. 

 

 

Section 3B:  Online and in-store provision of educational supplies and technology.  Vendors must include 

response to the following: 

 

1. Provide an overall description of your experience in providing educational supplies and technology on an 

online and in-store basis.   

2. List at least five community colleges with enrollments of at least 3,000 FTEs with which you are currently 

under contract to provide this service.  Provide contact information. 

3. Provide information on your sources for obtaining educational supplies and technology. 

4. Describe in detail your processes for taking online orders. 

5. Describe any connectivity or access to College system required to perform the services outline in this 

proposal. 

6. Discuss your policies and practices, including pricing, for delivery of items ordered online. 

7. Discuss your refund policy. 

8. Discuss your interface with student financial aid. 

9. Discuss your policies and practices for providing courteous and helpful service. 

10. Discuss your approach for determining items to be offered for sale. 



11. Discuss your approach to meeting the standards of the Americans with Disabilities Act and Universal 

Design. 

12. Discuss your approach to marketing. 

13. Provide an operational plan that includes how services will be maintained, including a staffing plan and 

organizational chart.  Discuss your hiring policies 

14. Discuss your policies and practices for ensuring security of the online operation and physical store. 

 

Section 3C:  Online and in-store provision of emblematic wearing apparel, memorabilia and supplies.  

Vendors must include responses to the following: 

 

1. Provide an overall description of your experience in providing emblematic wearing apparel, memorabilia 

and supplies on an online and in-store basis. 

2. List at least five community colleges with enrollment of at least 3,000 FTEs with which you are currently 

under contract to provide this service.  Provide contact information. 

3. Describe in detail your processes for taking online orders. 

4. Discuss your policies and practices, including pricing, for delivery of items ordered online. 

5. Discuss your refund policy. 

6. Discuss your policies and practices for providing courteous and helpful service. 

7. Discuss your approach to determining items to be offered for sale. 

8. Discuss your approach to meeting the standards of the Americans with Disabilities Act and Universal 

Design. 

9. Discuss your approach to marketing. 

10. Provide an operational plan that includes how services will be maintained, including a staffing plan and 

organizational chart. 

11. Provide an operational plan that includes how services will be maintained, including a staffing plan and 

organizational chart.  Discuss your hiring policies. 

12. Discuss your policies and practices for ensuring security of the online operation and physical store. 

 

 

Section 3D:  In-store provision of items generally found in a “convenience store.”  Vendors must include  

responses to the following: 

 

1. Provide an overall description of your experience in operating convenience stores and similar 

establishments. 

2. If you have any experience in operating such stores at community colleges, please provide references. 

3. Discuss your policies and practices for providing courteous and helpful service. 

4. Discuss your approach to determining items to be offered for sale.  List the categories of items you 

anticipate offering for sale. 

5. Discuss your refund policy. 

6. Discuss your approach to meeting the standards of the Americans with Disabilities Act and Universal 

Design. 

7. Discuss your approach to marketing. 

8. Provide an operational plan that includes how services will be maintained, including a staffing plan and 

organizational chart.  Discuss your hiring policies. 

9. Discuss your policies and practices for ensuring security of the physical store. 

 



 

 

 

 

 

 

 

 

 

 

 

Section 4:  Complete Checklist of Required Forms (also found in the bid proposal) 
 
 

REQUIRED FORMS (to be completed and submitted with bid response) 

 Additional Environmentally Preferable Products/Practices 

 Affirmative Market Program (AMP) Plan Form  

 Business Reference Form 

 Commonwealth of Massachusetts Contractor Authorized Signatory Listing (notarized) 

 Commonwealth of Massachusetts Prompt Pay Discount Form (if applicable) 

 
Commonwealth Terms and Conditions 

 
Consultant Contractor Mandatory Submission Form (if applicable)   

 Holyoke Community College Standard Conditions and Terms for Bidding 

 Massachusetts Substitute W-9 Form – Request for Taxpayer Identification Number and Certification (DUNS number) 

 Noncollusive Affidavit (notarized) 
 

INFORMATIONAL FORMS (must read and no action required at time of bid response) 

 ARRA Sub Recipient Vendors Quarterly Jobs Reporting (ARRA - if applicable) 

 Commonwealth of Massachusetts Contract Attachment – Notice of American Recovery and Reinvestment Act (ARRA) 
Performance and Reporting Requirements (ARRA - if applicable) 

 Authorization for Electronic Funds Payment (EFT) (if applicable) 

 How to Post Recovery Jobs (Massachusetts Works) (ARRA - if applicable) 

 Know Your Rights Under the Recovery Act! (ARRA - if applicable) 

 Operational Services Division – RFR-Required Specifications 

 Operational Services Division – RFR Required Specifications for Information Technology  

 Operational Services Division – RFR-Other Specifications (form used for Access to Security-Sensitive Information) 

 OPTIONAL and if applicable – Prevailing Wage Rates (must be updated annually) 
 

FORMS REQUIRED, IF CONTRACT IS AWARDED 

 Commonwealth of Massachusetts – Standard Contract Form 



 Commonwealth of Massachusetts Standard Contract Amendment Form (used if necessary) 

 
Commonwealth of Massachusetts Change in Contractor Identity Form (used if necessary) 

 Executive Order 504 Contractor Certification Form 

 
 

Submitted by:  _____________________________________________________________ 
                                                                      Company Name (please print) 
____________________________________________________      _______________________________ 
                                Signature                                                                                      Date Submitted 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Section 5:  Financial Proposal 
 

In a separate, sealed, marked envelope, provide a pro forma financial statement for the first year of operation, 

along with the following form.  Vendors who are proposing more than one area of service (reference Section 3A – 

3D) should provide information on each service separately and note if there would be a financial advantage to 

awarding multiple services. 

 

1. COMMISSION STRUCTURE (ex. % of net commissionable sales): 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. MINIMUM ANNUAL COMMISSION: 

 

 

a. Total: $   

 

 

b. Payable monthly in arrears: 

 

 

i. Year one: $ _  

 

 

ii. Year two: $   

 

 

iii. Year three: $   

 

 

iv. Year four: $   

 

 

v. Year five: $   



 

 

3. List ALL non-commissionable sources of revenue. Any revenue not listed here will be 

considered as commissionable and to be included as “net commissionable sales” when 

computing commissions. 

 

 

 

 

 

 

 

 

 

 

 

 

4. List other items, if any, to be included in the TOTAL RETURN of this agreement. 

 

a. $   

 

Description:_   

 

b. $   

 

Description:_   

 

c. $   

 

Description:_   

 

 

5. TOTAL RETURN (Total of commissions, investment in new store and other items 

included above.) 

 

 

 

a. $   

 


