
NOTICE TO VENDOR: Offers submitted in response to this Best and Final Offer (BAFO) for the furnishing and delivering the 
goods and services described herein, subject to the conditions made a part hereof, will be received through the Sourcing 
Tool until 12noon Eastern Time on the day of opening.  Refer to page two for submission instructions.  Offers submitted 
in any other way in response to this BAFO will not be accepted.  Offers are subject to rejection unless submitted on this 
form. 

EXECUTION: In compliance with this Request for BAFO, along with the terms and conditions in the original solicitation, as 
maybe modified herein, the undersigned offers and agrees to furnish any or all goods and services which are offered, at 
the prices agreed upon and within the time specified herein.  Pursuant to GS §143-54 and §143-59.2 and under penalty of 
perjury, the undersigned Vendor certifies that this offer has not been arrived at collusively or otherwise in violation of 
Federal or North Carolina law and this offer is made without prior understanding, agreement, or connection with any firm, 
corporation, or person submitting an offer for the same commodity, and is in all respects fair and without collusion or 
fraud.  

Failure to execute/sign offer prior to submittal shall render offer invalid.  Late offers will not be accepted. 

VENDOR: EMAIL:  

STREET ADDRESS: P.O. BOX: ZIP: 

CITY & STATE & ZIP: TELEPHONE NUMBER: TOLL FREE TEL. NO: 

TYPE OR PRINT NAME & TITLE OF PERSON SIGNING: FAX NUMBER: 

AUTHORIZED SIGNATURE: DATE: 

Offer valid for ninety (90) calendar days from date of opening unless otherwise stated here: _____ days. 

ACCEPTANCE OF OFFER: If the State accepts any or all parts of this offer, an authorized representative of the Agency shall 
affix 
this BAFO, any provisions and requirements of the original Solicitation which have not been superseded herein, and the 
North Carolina General Terms and Conditions.  These documents shall then constitute the written agreement between 
the parties.  A copy of this acceptance will be forwarded to the successful Vendor(s). 

Refer ALL Inquiries regarding this BAFO to:  
All correspondence with vendors shall be through 
the Ariba Sourcing Tool. 

Procurement Lead:  
Melinda Tomlinson 
Melinda.tomlinson@doa.nc.gov 
984-236-0238

REQUEST FOR BEST AND FINAL OFFER 

NO. DPC-1677864747-MT-R 

Offers will be received until: June 16, 2026 @12noon EST 

Issue Date: June 12, 2026 

Commodity Number: 801416  Sales and business promotion 
activities   

Description: Statewide Term Contract for Promotional Items 

For Statewide Use of All State Entities 

See page 2 for Submission Instructions 
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FOR STATE USE ONLY: Offer accept and Contract awarded this date of _________________________, as indicated on the 

 attached certification, by ____________________________________________________________________ 
(Authorized Representative of NCDOA  Purchase & Contract) 

SUBMISSION INSTRUCTIONS:  Vendor shall submit its offer through the Sourcing Tool. Any files submitted shall not be 
password protected and shall be capable of being copied to other media. 

REQUEST FOR BEST AND FINAL OFFER (BAFO): 

This request is to solicit a best and final offer from Vendor for promotional items.  The offer should integrate the previous 
response to the Solicitation and any changes listed below.  Any individual Vendor may receive a different number of BAFO 
requests than other Vendors.  

NOTE:  This Solicitation is still in the evaluation period. During this period and prior to award, possession of the BAFO, 
original bid response, and accompanying information is limited to personnel of the Issuing Agency and any agencies 
responsible for participating in the evaluation. Vendors who attempt to gain this privileged information, or to influence 
the evaluation process (i.e., assist in evaluation), will be in violation of purchasing rules and their offer will not be further 
evaluated or considered. 

Specific requests begin on the next page.  Vendor may copy requests onto additional pages, as needed, to provide 
sufficient space for its response. 

6/24/2026
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Attachment A: Cost Proposal Workbook (Shipping & Handling Plan)

 
Vendor agrees to eliminate all references to fuel surcharges in its proposal and any subsequent contract. 

Surcharges will not be added to customer quotes or invoices. 



  

EXECUTION 
In compliance with this Request for Proposal (RFP), and subject to all the conditions herein, the undersigned Vendor offers and 
agrees to furnish and deliver any or all items upon which prices are bid, at the prices set opposite each item within the time 
specified herein.  

By executing this bid, the undersigned Vendor understands that false certification is a Class I felony and certifies that: 

this bid is submitted competitively and without collusion (G.S. 143-54),

that none of its officers, directors, or owners of an unincorporated business entity has been convicted of any violations
of Chapter 78A of the General Statutes, the Securities Act of 1933, or the Securities Exchange Act of 1934 (G.S. 143-59.2),
and

it is not an ineligible Vendor as set forth in G.S. 143-59.1.

Furthermore, by  

it and its principals are not presently debarred, suspended, proposed for debarment, declared ineligible or voluntarily
excluded from covered transactions by any Federal or State department or agency.

As required by G.S. 143-48.5, the undersigned Vendor certifies that it, and each of its sub-contractors for any Contract awarded as 
a result of this RFP, complies with the requirements of Article 2 of Chapter 64 of the NC General Statutes, including the requirement 
for each employer with more than 25 employees in North Carolina to verify the work authorization of its employees through the 
federal E-Verify system.   

As required by Executive Order 24 (2017), the undersigned Vendor certifies will comply with all Federal and State requirements 
concerning fair employment and that it does not and will not discriminate, harass, or retaliate against any employee in connection 
with performance of any Contract arising from this solicitation. 

G.S. 133-32 and Executive Order 24 (2009) prohibit the offer to, or acceptance by, any State Employee associated with the 
preparing plans, specifications, estimates for public Contract; or awarding or administering public Contracts; or inspecting or 
supervising delivery of the public Contract of any gift from anyone with a Contract with the State, or from any person seeking to 
do business with the State. By execution of this bid response to the RFP n 
and its employees or agents, that Vendor are not aware that any such gift has been offered, accepted, or promised by any 

 

By executing this bid, Vendor certifies that it has read and agreed to the INSTRUCTION TO VENDORS and the NORTH CAROLINA 
GENERAL TERMS AND CONDITIONS incorporated below. These documents can be accessed from the Ariba Sourcing Tool. 

STATE OF NORTH CAROLINA 
DEPARTMENT OF ADMINISTRATION  DIVISION OF PURCHASE AND CONTRACT 

Statewide Term Contract 

Refer ALL inquiries regarding this RFP to the 
procurement lead. 
All correspondence with Vendors shall be through 
the Ariba Sourcing Tool. Questions will be received 
in the Ariba Sourcing Tool (only) based on the 
schedule in Section 2.5. 

Request for Proposal #: DPC-1677864747-MT-R 

Proposals will be publicly opened: April 13, 2026 at 2:00 PM ET 
Microsoft Teams Meeting 

Join the meeting now 
Meeting ID: 257 238 879 327 21 

Passcode: tJ7Nm3NW 

Dial in by phone 
+1 984-204-1487,,333654207# United States, Raleigh

Phone conference ID: 333 654 207# 
For Statewide Use of All State Entities Commodity # and Description: 801416 - Sales and business promotion 

activities STC #: 8014A 



Failure to execute/sign bid prior to submittal may render bid invalid and it MAY BE REJECTED. Late Proposals cannot be 
accepted.

COMPLETE/FORMAL NAME OF VENDOR:

STREET ADDRESS: P.O. BOX: ZIP:

CITY & STATE & ZIP: TELEPHONE NUMBER: TOLL FREE TEL. NO:

PRINCIPAL PLACE OF BUSINESS ADDRESS IF DIFFERENT FROM ABOVE (SEE INSTRUCTIONS TO VENDORS ITEM #21):

PRINT NAME & TITLE OF PERSON SIGNING ON BEHALF OF VENDOR:

: DATE: E-MAIL:

VALIDITY PERIOD
Offer shall be valid for at least one hundred and twenty (120) days from date of bid opening, unless otherwise stated here:  ______ 
days, or if extended by mutual agreement in writing of the parties.  Any withdrawal of this offer shall be made in writing, effective 
upon receipt by the agency issuing this RFP.

BID ACCEPTANCE 
If your bid is accepted, all provisions of this RFP, along with the written results of any negotiations, shall constitute the written 

NORTH CAROLINA GENERAL TERMS AND CONDITIONS are incorporated herein 
and shall apply. Depending upon the Goods or Services being offered, other terms and conditions may apply, as mutually agreed.
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1.0 PURPOSE AND BACKGROUND 
The Department of Administration (DOA) serves as the business manager for North Carolina State government and provides 
leadership to State government for the effective, efficient, economical, and equitable delivery of services to the public. The 
department 

ies 
with a catalog of Statewide Term Contracts (STC) that provide for an encompassing, organized, and efficient manner to pool 
resources to provide goods and services.  

The State, through the Department of Administration  Division of Purchase & Contract, is seeking qualified Vendors to establish a 
Promotional Items 

State Departments, Agencies, and Institutions of Higher Education during the contract 
period.   

The State seeks to launch the intended STC for the procurement of promotional items to include a wide range of products that can 
y 

outreach, and enhance recognition of State agencies, programs, and services. This initiative will serve a variety of functions, 
including but not limited to: 

Public awareness campaigns and events
Employee recognition programs
Community outreach and educational initiatives
Promotional giveaways and marketing efforts

Product categories will include: 

Category 1: Apparel (e.g., T-shirts, polos, outerwear, hats, uniforms) 
Category 2: Bags & Totes (e.g., tote bags, backpacks, duffels, drawstring bags) 
Category 3: Drinkware (e.g., mugs, tumblers, bottles)   
Category 4: Writing Instruments (e.g., pens, pencils, highlighters, markers, stylus pens, mechanical pencils) 
Category 5: Award & Recognition Gifts (e.g., plaques, trophies, medals, crystal awards, framed certificates, lapel pins) 
Category 6: Other Promotional Merchandise (any item suitable for imprinting with a logo or branding)  

This new STC will serve as a primary resource for State entities seeking reliable sources for high-quality, competitively priced 
promotional items and services. By centralizing procurement under a single contract, the State intends to improve efficiency and 
promote brand consistency for all State Entities. 

To comply with  
Change and Transition to a Clean Energy Economy, the contract resulting from this solicitation intends to provide sustainability 
features such as products with recycled or biodegradable content, reduced packaging, and options for reusable or environmentally 
certified items (e.g., Forest Stewardship Council (FSC), Green Seal), per industry standards. See Section 4.18 Sustainability Efforts. 

The intent of this Request for Proposal RFP that will offer savings to the State 
proposals  

The contract resulting from this RFP is mandatory for State departments and most State Agencies, and by State institutions of 
higher education (except under the conditions specified in G.S. 115D-58.14(a) and G.S. 116-13).  The Contract may also be utilized, 
without further competition, by non-mandatory State Agencies and Other Eligible Entities.  

North Carolina State Organizations  

North Carolina Community Colleges  

North Carolina Institutions  UNC System  

Proposals shall be submitted in accordance with the terms and conditions of this RFP and any addenda issued hereto. 



  

 

1.1 CONTRACT TERM 

The Contract shall have an initial term of three (3) y . 

At any time during the contract period, the State may conduct an Open Enrollment process by posting a solicitation in the Ariba 
Sourcing Tool for the purpose of adding new suppliers or manufacturers to the contract, to provide wide coverage of promotional 
items. The awarded Vendor(s) will remain on the contract for the duration of the contract term unless terminated for convenience. 

the same 
terms and conditions for up to two (2) additional one-year terms. The State will give the Vendor written notice of its intent to 
exercise each option no later than thirty (30) days -current term.  In addition, the State 
reserves the right to extend a contract term after the last active term. 

1.2      ESTIMATED SPEND 

The State will be responsible only 
for items requested and received. 

2.0 GENERAL INFORMATION 

2.1 REQUEST FOR PROPOSAL DOCUMENT 

The RFP is comprised of the base RFP document, any attachments, and any addenda released before Contract award, which are 
incorporated herein by reference. 

2.2 E-PROCUREMENT FEE

ATTENTION: This is an NC eProcurement solicitation facilitated by the Ariba Network. The E-Procurement fee may apply to this 
solicitation. See paragraph entitled ELECTRONIC PROCUREMENT of the North Carolina General Terms and Conditions. 

General information on the E-Procurement Services can be found at: http://eprocurement.nc.gov/. 

What is the Ariba Network?  

The Ariba Network is a web-based platform that serves as a connection point for buyers and Vendors. Vendors can log in to the 
Ariba Network to view purchase orders, respond to electronic requests for quotes, participate in Sourcing Events, and collaborate 
with buyers on contract documents.  

For training on how to use the Sourcing Tool to view solicitations, submit questions, develop responses, upload documents, and 
submit offers to the State, Vendors should go to the following site:  

http://eprocurement.nc.gov/training/vendor-training. 

2.3 NOTICE TO VENDORS REGARDING RFP TERMS AND CONDITIONS 

 all 
relevant exhibits and attachments, and any other components made a part of this RFP and comply with all requirements and 
specifications herein. Vendors also are responsible for obtaining and complying with all Addenda and other changes that may be 
issued in connection with this RFP. 

If Vendors have questions or issues regarding any component within this RFP, those must be submitted as questions in accordance 
with the instructions in the BID QUESTIONS Section. If the State determines that any changes will be made as a result of the 
questions asked, then such decisions will be communicated in the form of an RFP addendum.  The State may also elect to leave 



  

 

open the possibility for later negotiation and amendment of specific provisions of the Contract that have been addressed during 
the question-and-answer period.  

Other than through the process of negotiations under 01 NCAC 05B.0503, the State rejects and will not be required to evaluate or 
 in 
ns 

herein or to render the bid non- all be 
.  

The State may exercise its discretion to consider Vendor proposed modifications. By execution and delivery of this RFP Response, 
the Vendor agrees that any additional or modified terms and conditions, whether submitted purposely or inadvertently, shall have 
no force or effect, and will be disregarded unless expressly agreed to during negotiations and incorporated by way of a Best and 
Final Offer (BAFO). Noncompliance with, or any attempt to alter or delete, this paragraph shall constitute sufficient grounds to 

non-responsive.  

2.4 RFP SCHEDULE 

The table below shows the intended schedule for this RFP. The State will make every effort to adhere to this schedule. 

Event Responsibility Date and Time 

Issue RFP State March 10, 2026 
Submit Written Questions Vendor March 20, 2026 @ 12:00 PM ET 
Provide Responses to Questions State March 27, 2026 
Submit Proposals/Bid Opening Vendor April 13, 2026 @ 2:00 PM ET 

Microsoft Teams Meeting 
Join the meeting now  
Meeting ID: 257 238 879 327 21 
Passcode: tJ7Nm3NW  

Dial in by phone 
+1 984-204-1487,,333654207# United States,
Raleigh  
Phone conference ID: 333 654 207# 

Intended Contract Award State TBD 

2.5 PROPOSAL QUESTIONS 

Upon review of the RFP documents, Vendors may have questions to clarify or interpret the RFP in order to submit the best bid 
 

date and time provided in the RFP SCHEDULE Section above, unless modified by Addendum.  

Questions related to the content of the solicitation, or the procurement process should be directed to the person on the title page 
of this document via the Sourcing Tool's message board by the date and time specified in the RFP SCHEDULE Section of this RFP. 

RFP # DPC-1677864747-MT-R  Questions
a reference to the applicable RFP section. This is the only manner in which questions will be received. Questions submitted via 
email will not be addressed. 

Questions or issues related to using the Sourcing Tool itself should be directed to the North Carolina eProcurement Help Desk 
at 888-211-7440, Option 2. Help Desk representatives are available Monday through Friday from 7:30 AM ET to 5:00 PM EST. 



  

 

the State will be posted in the Sourcing Tool in the form of an addendum and shall become an Addendum to this RFP. No 
information, instruction or advice provided orally or informally by any State personnel, whether made in response to a question 
or otherwise in connection with this RFP, shall be considered authoritative or binding. Vendors shall rely only on written material 
contained in an Addendum to this RFP.  

2.6 PROPOSAL SUBMITTAL 

IMPORTANT NOTE: This is an absolute requirement.  Late Proposals, regardless of cause, will not be opened or considered, and 
will be automatically disqualified from further consideration. Vendor shall bear the sole risk of late submission due to unintended 
or unanticipated delay. RFP by the 
specified time and date of opening. Failure to submit a bid in strict accordance with instructions provided shall constitute sufficient 

onses are subject to Sealed Bidding requirements. 

Proposals for this procurement must be submitted through the Sourcing Tool. For training on how to use the Sourcing 
Tool to view solicitations, submit questions, develop responses, upload documents, and submit offers to the State, Vendors should 
go to the following site: https://eprocurement.nc.gov/training/vendor-training. 

Questions or issues related to using the Sourcing Tool itself can be directed to the North Carolina eProcurement Help Desk at 888-
211-7440, Option 2. Help Desk representatives are available Monday through Friday from 7:30 AM EST to 5:00 PM EST.

Tips for Using the Sourcing Tool 

1. Vendors should review available training and confirm that they are able to access the Sourcing Event, enter responses,
and upload files well in advance of the date and time response are due to allow sufficient time to seek assistance from
the North Carolina eProcurement Help Desk.

2. Vendors may submit their responses early to make sure there are no issues, and then submit a revised response any time
prior to the response due date and time. The State will only review the most recent response.

3. Vendors should respond to all relevant sections of the Sourcing Event. Certain questions or items are required in order to
submit a response and are denoted with an asterisk. The Sourcing Tool will not allow a response to be submitted unless
all required items are completed. The Sourcing Tool will provide error messages to help identify any required information
that is missing when response is submitted.

4. Simply saving your response in the Sourcing Tool is not the same as submitting your response to the State. Vendors should
make sure they complete the submission process and receive a message that their response was successfully submitted.

5. Only Proposals submitted through the Content Section of the Ariba Sourcing Event will be considered. Proposals
submitted through the Message Board will not be accepted or considered for award.

2.7 PROPOSAL CONTENTS

Vendors shall provide responses to all questions and complete all attachments for this RFP that require the Vendor to provide 
information and upload them to the Sourcing Event in the Sourcing Tool. Vendor may not be able to submit its response in the 
Sourcing Tool unless all required items are addressed. Vendors shall provide authorized signatures where requested. Failure to 

 
sole discretion.  

Vendors shall upload the following items and attachments in the Sourcing Tool: 

a) Vendors may submit a Cover Letter, that includes the following: (i) a statement that confirms that the Vendor has read the
RFP in its entirety, including all links, and all Addenda released in conjunction with the RFP; (ii) a statement that Vendor agrees



  

 

agreement to comply with all instructions, terms and conditions, and attachments. 

b) Title Page: Include the company name, address, phone number, and authorized representative along with the Proposal
Number.

c) Completed and signed version of EXECUTION PAGES, along with the body of the RFP.

d) Signed receipt pages of any addenda released in conjunction with this RFP, if required to be returned.

e)

f) Completed version of ATTACHMENT A: COST PROPOSAL WORKBOOK

g) Completed and signed version of ATTACHMENT D: HUB SUPPLEMENTAL VENDOR INFORMATION

h) Completed and signed version of ATTACHMENT E: CUSTOMER REFERENCE FORM

i) Completed and signed version of ATTACHMENT F: LOCATION OF WORKERS UTILIZED BY VENDOR

j) Completed and signed version of ATTACHMENT G: CERTIFICATION OF FINANCIAL CONDITION

k) Completed version of ATTACHMENT H: GEN AI OR AI QUESTIONS

l) Completed and signed version of CERTIFICATION FOR CONTRACTS, GRANTS, LOANS, AND COOPERATIVE AGREEMENTS and
OMB STANDARD FORM LLL

2.8 ALTERNATE PROPOSALS 

Unless provided otherwise in this RFP, Vendor may submit alternate Proposals for comparable Goods, various methods or levels 
of Service(s), or that propose different options. Alternate Proposals must specifically identify the RFP requirements and advantages 



 

 

addressed by the alternate bid. Each bid must be for a specific set of Goods and must include specific pricing. Each bid must be 
complete and independent of other Proposals offered. If a Vendor chooses to respond with various offerings, Vendor shall follow 
the specific instructions for uploading Alternate Proposals in the Sourcing Tool. 

2.9 DEFINITIONS, ACRONYMS, AND ABBREVIATIONS 

Relevant definitions for this RFP are provided in 01 NCAC 05A .0112 and in the Instructions to Vendors found Sourcing Tool, which 
are incorporated herein by this reference.  

The following definitions, acronyms, and abbreviations are also relevant to this RFP: 

ASTM: American Society for Testing and Materials 

CPSC: Consumer Product Safety Commission 

FDA: Federal Drug Administration 

Price List/List Price: The price regularly offered to the public, not including limited time, one time only, or other promotional 
pricing. This may include the manufacturer's suggested retail price (MSRP) or public price list (PPL).    

Product Category: A grouping of related promotional items that share common characteristics or intended use (e.g., Apparel, 
Drinkware, Writing Instruments, Technology, Awards & Recognition). 

State Entity/Purchasing Entity: Any North Carolina state agency, department, institution, or other governmental unit authorized 
to procure goods and services under this STC in accordance with applicable laws and regulations. 

Subcontractor: For the purpose of this RFP, a subcontractor is a third party that performs contractual services or functions on 
behalf of Vendor. 

Partner Supplier: For the purpose of this RFP, a partner supplier is an entity that provides products or decoration services to the 
Vendor, where the Vendor maintains full responsibility for contract performance. Partner Suppliers do not require disclosure under 
RFP section 4.27. 

3.0 METHOD OF AWARD AND BID EVALUATION PROCESS 

3.1 METHOD OF AWARD 

 

 

 

 



  

 

 

 

The State reserves the right to waive any minor informality or technicality in Proposals received. 

3.2 CONFIDENTIALITY AND PROHIBITED COMMUNICATIONS DURING EVALUATION 

While this RFP is under evaluation, the responding Vendor, including any subcontractors and suppliers, is prohibited from engaging 
in conversations intended to influence the outcome of the evaluation.  See the Paragraph of the Instructions To Vendors entitled 
COMMUNICATIONS BY VENDORS. 

Each Vendor submitting a bid to this RFP, including its employees, agents, subcontractors, suppliers, subsidiaries and affiliates, is 
prohibited from having any communications with any person inside or outside the using agency; issuing agency; other government 
agency office or body (including the procurement lead named above, any department secretary, agency head, members of the 

r 
qua ract, 
and/or the transmittal of any other communication of information that could be reasonably considered to have the effect of 
directly or indirectly influencing the evaluation of proposals, the award of a contract, or both.  

disqualified if its subcontractor and/or supplier engage in any of the foregoing communications during the time that the 
procurement is active (i.e., the issuance date of the procurement until the date of contract award or cancellation of the 
procurement). Only those discussions, communications or transmittals of information authorized or initiated by the issuing agency 
for this RFP or inquiries directed to the procurement lead named in this RFP regarding requirements of the RFP (prior to proposal 
submission) or the status of the award (after submission) are excepted from this provision.   

3.3 PROPOSAL EVALUATION PROCESS 

 

 

 

 

 



  

 

 

 

 

3.4 EVALUATION CRITERIA 

 

 

 

 

 
 

  

 

   
  

 

  
  

 
  

  
   

   



  

 

3.5 PERFORMANCE OUTSIDE THE UNITED STATES 

Vendor shall complete ATTACHMENT F: LOCATION OF WORKERS UTILIZED BY VENDOR.  In addition to any other evaluation criteria 
identified in this RFP, the State may also consider, for purposes of evaluating proposed or actual contract performance outside of 
the United States, how that performance may affect the following factors to ensure that any award will be in the best interest of 
the State: 

a) Total cost to the State
b) Level of quality provided by the Vendor
c) Process and performance capability across multiple jurisdictions
d)
e) Availability of pertinent skills
f)
g)
h) Relations with citizens and employees
i) Contract enforcement jurisdictional issues

3.6 INTERPRETATION OF TERMS AND PHRASES 

This RFP serves two functions: (1) to advise potential Vendors of the parameters of the solution being sought by the State; and (2) 
to provide (together with other specified documents) the terms of the contract resulting from this procurement. The use of phrases 
s
Proposals should be evaluated or rejected, the State will take into consideration the degree to which Vendors have proposed or 

RFP.  Except as specifically stated in the RFP, no 
one requirement shall automatically disqualify a Vendor from consideration.  However, failure to comply with any single 
requirement may result in the State exercising its discretion to reject a bid in its entirety. 

4.0 REQUIREMENTS 

This Section lists the requirements related to this RFP. By submitting a Proposal, the Vendor agrees to meet all stated requirements 
in this Section, as well as any other specifications, requirements, and terms and conditions stated in this RFP. If a Vendor is unclear 
about a requirement or specification or believes a change in a requirement would allow for the State to receive a better Proposal, 
the Vendor is encouraged to submit these items in the form of a question during the question and answer period in accordance 
with the Proposal Questions Section above.  

4.1 PRICING 

The Vendor shall submit pricing in accordance with the instructions in ATTACHMENT A: COST PROPOSAL WORKBOOK and all other 
relevant terms and conditions of this RFP. Complete ATTACHMENT A: COST PROPOSAL WORKBOOK and upload it to the Sourcing 
Tool. The pricing provided in ATTACHMENT A, or resulting from any negotiations, is incorporated herein and shall become part of 
any resulting contract.  

The items listed in Attachment A are generic examples only and are not tied to specific products or brands. Vendors should propose 
pricing based on their standard, commercially reasonable offerings for each item category, ensuring consistent assumptions are 
applied throughout the pricing form. Detailed product features, decoration requirements, and sustainability attributes will not be 
assessed at the line-item level; these will be defined by the purchasing entity at the time of order, in accordance with the contract. 

Vendors may source products from different manufacturers. The pricing for each line item in Attachment A should reflect the 
manufacturer's actual cost. Vendors must apply the same discount percentage uniformly to all items in a category, regardless of 
the manufacturer. 

The Vendor shall demonstrate reasonableness of price by offering the Percentage Discount to North Carolina that is the same or 
better than what is provided in a current contract, to similarly situated governmental entities (i.e., other State contracts, GSA, 



 

 

NASPO ValuePoint, Veterans Administration, Department of Defense, or other governmental entities).  If the Vendor is unable to 
offer the Percentage Discount to NC that is the same or better than given to other similarly situated governmental entities, Vendor 
shall include with the response a brief explanation as to why they are unable to do so.  The State reserves the right to request 
further information, such as copies of other governmental contracts, to determine the reasonableness of the price offered. 

4.1.1 Additional Fees 

Vendors shall disclose any additional fees that may apply in connection with the products and services offered under this contract. 
Examples of such fees may include, but are not limited to: 

Setup fees (screen printing, embroidery, imprint charges)
Artwork/proof fees
Rush order fees
Shipping and handling fee structure
Other vendor-specific charges

Vendors shall complete the appropriate tab within ATTACHMENT A: COST PROPOSAL WORKBOOK to identify applicable fees, 
indicate the associated unit of measure, and provide explanatory notes as needed. 

This information is requested for informational purposes only. Additional fees will be reviewed for reasonableness and 
transparency, but will not be a part of the evaluation. 

4.1.2 Newly Implemented Import Tariff (Temporary Surcharge) 

.  

4.2 ADDITIONAL SAVINGS OFFERS/REBATES 

This component of the Pricing Response is optional, but the State encourages Vendors to provide additional financial 
incentives/rebates, if possible, within the scope of this RFP, that will benefit the State.  These additional incentives could include, 
but are not limited to, additional discounts based on total spend volumes, tiered pricing, rebates, additional discounts by 
manufacturers, limited-time promotional discounts, etc.  Additional Discount Offers shall be in addition to the discounts Vendor 
offers as a List Item Price. Additional Discount Offers should be provided in ATTACHMENT A: COST PROPOSAL WORKBOOK. 

Additional Discounts: As part of the pricing submittal, Vendors are being requested to propose an additional percentage discount 
which would be applied to all orders for the remainder of the contract term if and when the total orders against the contract 
exceed the provided estimated spend amount, at any point during the life of the contract.   Orders from all entities utilizing this 
contract will count toward the contract volume discount threshold. 

Rebates: If a rebate is offered, it will be based on reported sales, on a quarterly basis (see Section 6.5 QUARTERLY SPEND REPORTS).  

on either the check stub or other remittance materials.  The payment shall be made by check as described herein. 

Checks shall be payable to: NCDOA, Division of Purchase & Contract 

Checks shall be mailed to: NCDOA, Division of Purchase & Contract, Contract Manager 
1305 Mail Service Center 
Raleigh, NC 27699 



 

 

 the 
discount may be increased, and any such increase shall remain in effect for the remainder of the contract period and any 
subsequent extensions.  Volume or tier discounts, if offered, shall apply to purchase orders placed for delivery to the same location. 
Vendors may provide volume or tier discounts to orders that include multiple delivery points from the same agency. 

 Total 
ich the 

State cannot quantify or to give only partial value for Additional Discount Offers. Vendors may offer the State additional discounts 
using the Additional Discount Offers within ATTACHMENT A: COST PROPOSAL WORKBOOK. 

4.3 PRODUCT IDENTIFICATION 

SUITABILITY FOR INTENDED USE   

Vendors are requested to offer only items directly complying with the specifications herein or comparable items which will provide 
the equivalent capabilities, features, and diversity called for herein.  The State reserves the right to evaluate all Proposals for 

rest.  

4.4 TRANSPORTATION AND IDENTIFICATION 

The Vendor shall deliver Free-On-Board (FOB) Destination to any requested location within the State of North Carolina. 

When an order is placed using a purchase order, the purchase order number shall be shown on all packages and shipping manifests 
to ensure proper identification and payment of invoices. If an order is placed without using a purchase order, such as via phone, 
the  name shall be shown on all packages. A complete packing list shall accompany each shipment. Vendors 
shall not ship any products until they have received an order. 

4.5 DELIVERY 

Lead times, delivery dates, and shipping charges are to be clearly communicated to the Purchasing Entity before orders are placed. 
Standard shipping/delivery charges will be included in the price quoted to the Purchasing Entity. Shipping costs may be displayed 
as a separate line item during checkout within the punchout site, provided that the total cost (including shipping) is visible to the 
purchasing entity prior to order submission with no markup. In the event of an emergency or rush delivery as a result of a vendor 
error, the vendor shall pay for shipping and handling costs. Turnaround time is to be as soon as possible, and flexibility/priority 
must be allowed for the Purchasing E  

Vendor should complete delivery within ten (10) business days after final proof approval; however, complex customization, high-
volume orders, or documented supply chain constraints may necessitate extended lead times, as mutually agreed in writing with 
the State or Purchasing Entity. 

For completion by Vendor: Deliveries will be made from _ ____ (city, state) within_ __ 
consecutive business days after final proof approval. Promptness of delivery may be used as a factor in the award criteria.  

Note: If multiple shipment origination locations will be used, only the primary or most common location needs to be provided. 
Additional locations can be disclosed during order processing if applicable. 

4.6 ON-TIME DELIVERY RATE 

The Vendor shall maintain an on-time shipment rate of at least 95% of orders being shipped within delivery terms. On-time 
shipment is defined as shipping all ordered items to the receiving point designated by the Purchasing Entity within the shipping 
time required in Section 4.5 DELIVERY.  The on-time shipping rate is calculated using the following formula:   

Shipment Timing Percent On-Time Shipment Rate 

Section 4.5 (Business Days) 95% 



 

 

(Number of On-Time Order Shipments)/(Total Number of Orders) x 100% = On-Time Shipment Rate 
Note: On-Time Shipment Rate will be rounded to the nearest whole percent.  

NOTE: An order will not be considered shipped until all items in the order have been delivered to the Purchasing Entity. This 
er 

of orders received, subtracting any orders that are cancelled by the State prior to shipment. If the Vendor makes multiple 
shipments to fill a single order, the shipment is not considered complete until all items have been shipped. Once all items have 
been s -   Vendor shall not cancel or require that the State cancel any 

-
process or activity with an effect of inflating the actual On-Time Shipment Rate without prior written authorization from the State.  

4.7 DEFECTIVE PRODUCTS  
In the event a product is found to be defective, Vendor agrees to replace the item immediately, within the same delivery time 
frame at no additional charge to the State.   

4.8 PRODUCT RECALL 
ase & 

Contract of any product recall in accordance with the applicable State or Federal regulations. The Vendor shall support the Contract 
Manager in necessary follow-up with State Entities that have purchased recalled products to replace, at no cost to the State, any 
such products promptly.  

4.9 OUT-OF-STOCK AND BACK-ORDERS 
The Vendor shall notify the Purchasing Entity when one or more items in an order cannot be delivered within the time 
specified.  After notification to the Purchasing Entity by Vendor of a fulfillment delay of one or more items in the order, the 
Purchasing Entity may cancel undelivered items within an order, or an order in its entirety, without penalty or charge, to the extent 
that the notice of cancellation occurs before Purchasing Entity is notified that the delayed item or other cancelled items in the 
order have shipped.  

4.10 QUALITY ACCEPTANCE INSPECTION 

It is the responsibility of the receiving Purchasing Entity to inspect all materials, supplies, and equipment upon delivery to ensure 
compliance with the Contract requirements and specifications. 

INVOICES MAY NOT BE PAID BY THE PURCHASING ENTITY UNTIL AN INSPECTION HAS OCCURRED, AND THE GOODS ACCEPTED. 

4.11 AUTHORIZED MANUFACTURER/DISTRIBUTOR/RESELLER 

A Vendor may submit a Proposal if it is a Manufacturer, Authorized Distributor, or Reseller of the proposed promotional items.   

Vendor shall indicate its role in the supply chain by selecting an option below: 

he State. 

Vendor is the:    Manufacturer  Reseller  Distributor 

Authorized:  Yes    No 

The Vendor shall be authorized by the manufacturer to distribute or resell the products offered in this RFP. Upon request by the 
State or Purchasing Entity, the Vendor shall provide a signed statement from the manufacturer confirming such authorization. 
F f the State 
or Purchasing Entity. 



  

 

4.12 WARRANTY 

Vendor warrants that all items furnished under this RFP will be newly manufactured, of good material and workmanship. The 
warranty will apply from date items are put into operation for a minimum period of twelve (12) months or the length of the 

reight, 
l cost to the State.  To the extent not superseded by the terms of this paragraph, 

 
customers. 

4.13 SAMPLES/DESCRIPTIVE LITERATURE 

POST-AWARD SAMPLES 

Samples shall be provided at no cost to the Purchasing Entity upon request, prior to making a purchase. These samples must 
represent the exact model of the item(s) being offered. Samples may be required to evaluate the suitability of the item(s) for their 
intended use. A written request for return of sample(s) shall be provided prior to the sample being delivered to the Purchasing 
Entity.  If sample return is requested, the Purchasing Entity shall return the sample(s) within thirty (30) days of delivery. Otherwise, 
the samples shall become the 

 

POST-AWARD DESCRIPTIVE LITERATURE 

Descriptive Literature, including specifications, certification, and all other pertinent information, shall be provided to the 
Purchasing Entity at no cost, upon request prior to purchase.  

4.14 VENDOR'S PUBLISHED CATALOG & LISTS 

result of 
punch-out 

catalog site.  
products within the proposed scope. 

1. Providing the most recent, active, and direct web link to a publicly accessible catalog displaying item-level pricing in
ATTACHMENT A: COST PROPOSAL WORKBOOK in the designated field for each product category offered. A link providing
login credentials may be provided, as long as such credentials are submitted with the proposal and allows the State to view
and retain pricing data. The State will not request the necessary credentials from the vendor during evaluation; OR

2. Providing the completed price list as a Microsoft Excel file (free of passwords and macros) or PDF as an attachment with
the corresponding categories clearly labeled within the attachment(s).

Altered or unpublished price lists/literature may subject your Proposal to rejection.  Vendors shall not provide a link to their 
homepage or general marketing pages that do  Vendors are advised 
that literature, questionnaires, and other data submitted in response to a previous RFP or other inquiry will not suffice for 
the above requirement. Submitted materials shall reflect current, active pricing as of the proposal due date and include item 
level pricing or a clearly defined pricing structure (e.g., tiered pricing). Failure to include such information shall be a sufficient 

The Vendor shall, where applicable, provide the following information, at a 
minimum, on the proposed products:  

a. Detailed Item Description
b. Manufacturer
c.
d. UOM



  

 

e. Number of Items (pens, t-shirts, mugs, etc.) per UOM
f. Minimum Order Quantity
g. Customization/Branding Options
h. Pricing Tiers

4.15 HUB PARTICIPATION 

Pursuant to North Carolina General Statute G.S. 143-48, it is State policy to encourage and promote the use of small, minority, 
physically handicapped, and women contractors in purchasing Goods and Services.  As such, this RFP will serve to identify those 
Vendors that are minority owned or have a strategic pl
meeting or exceeding the goal of 10% utilization of diverse firms as 1st or 2nd tier subcontractors. Vendor shall complete 
ATTACHMENT D: HUB SUPPLEMENTAL VENDOR INFORMATION. 

4.16 VENDOR EXPERIENCE 

 

 

1.

2.
unique logos across different entities.

4.17 REFERENCES 

Vendors shall upload to the Sourcing Tool at least three (3) references, using ATTACHMENT E: CUSTOMER REFERENCE FORM, for 
which your company has supplied the exact model of equipment offered. 

 The State may contact these users to determine quality level of the offered equipment; as well as but 
not limited to user satisfaction with Vendor performance.  Information obtained may be considered in the evaluation of the 
Proposal.   

4.18 SUSTAINABILITY EFFORTS 

According to G.S. 143-58.2, it is the policy of this State to encourage and promote the purchase of products with recycled content 
and to purchase items that are reusable, refillable, repairable, more durable, and less toxic to the extent that the purchase or use 
is practicable and cost effective.  The Proposal must describe how Vendor will meet environmental requirements, including clear 
labeling of environmental and sustainability attributes (e.g., certifications, total and post-consumer recycled content) in product 
catalogs, the ability to run usage reports that capture such attributes, and processes for packaging and recycling of spent products. 

4.19 RETURN POLICY 

Vendor shall accept merchandise returns from Purchasing Entity for a period of thirty (30) business days after delivery. Vendor 
shall provide full credit or full refund to Purchasing Entity, whichever is requested, within thirty (30) business days on all returns of 
an ordered item or product that (1) is a stock item in original packaging and in re-sellable conditions; (2) is not a specialty or 
customized item; (3) is defective or damaged; (4) is a return of an incorrect product shipped; (5) results from a Vendor order entry 
error; or (6) is non-conforming due to any other cause reasonably assumed to be the fault of the Vendor. 



  

 

Vendor may charge a restocking fee for undamaged, conforming goods outside the thirty (30) business day period and for returns 
of custom-made items. A custom-made item is an item specially manufactured for a specific order due to  
choices of non-standard dimensions, fabric, choice of wood or stain, and the like. An otherwise standard item is not considered 
custom-made simply because it is manufactured to fulfill a Purchasing  

4.20 PRODUCT SAFETY LISTING 

All manufactured items and/or fabricated assemblies subject to operation under pressure or operation involving a connection to 
a manufactured, natural, or LP gas source shall be constructed and approved in a manner acceptable to the appropriate State 
inspector which customarily requires the label or re-examination listing or identification marking of the appropriate safety standard 
organization; such as the American Society of Mechanical Engineers for pressure vessels, or the American Gas Association for gas 
operated assemblies, where such approvals of listings have been established for the type of device offered and furnished. Further, 
all items furnished shall meet all requirements of the Occupational Safety and Health Act (OSHA), and State and Federal 
requirements relating to clean air and water pollution. Having the appropriate certification or safety label affixed to any device 
delivered pursuant to this solicitation, under the conditions described above, is a material condition of any contract awarded as a 
result of this solicitation. All costs for product and industry certifications and listings required to supply conforming products to 
the State as described in this RFP are the sole responsibility of the Vendor. The certification or safety label shall be affixed and be 
visible on the OUTSIDE of all products that require a certification or safety label.  

All electrical materials, devices, appliances, and equipment shall be evaluated for safety and suitability for intended use in 
accordance with G.S. 66-25 Acceptable Listings as to Safety of Goods.  

4.21 

dge 
any rights of the State under the contract.  If any Services, deliverables, functions, or responsibilities not specifically described in 

a 
resulting contract, or are an inherent part of or necessary sub-task included within such service, they will be deemed to be implied 
by and included within the scope of the contract to the same extent and in the same manner as if specifically described in the 
contract.  Unless otherwise expressly provided herein, Vendor will furnish all of its own necessary management, supervision, labor, 
facilities, furniture, computer and telecommunications equipment, software, supplies and materials necessary for the Vendor to 
provide and deliver the Services and/or other Deliverables. 

4.22 FINANCIAL STABILITY 

As a condition of contract award, the Vendor must certify that it has the financial capacity to perform and to continue to perform 
its obligations under the contract; that Vendor has no constructive or actual knowledge of an actual or potential legal proceeding 
being brought against Vendor that could materially adversely affect performance of this contract; and that entering into this  
contract is not prohibited by any contract, or order by any court of competent jurisdiction 

Each Vendor shall certify it is financially stable by completing the ATTACHMENT G: CERTIFICATION OF FINANCIAL CONDITION. The 
State is requiring this certification to minimize potential performance issues from contracting with a Vendor that is financially 
unstable. This Certification shall be deemed continuing, and from the date of the Certification to the expiration of the contract, 
the Vendor shall notify the State within thirty (30) days of any occurrence or condition that materially alters the truth of any 
statement made in this Certification. 

4.23 INSURANCE REQUIREMENTS MODIFICATION 

A. Default Insurance Coverage from the General Terms and Conditions applicable to this Solicitation:

Contract value in excess of $1,000,000.00



 

 

4.24 LOBBYING ACTIVITY CERTIFICATION FOR FEDERAL GRANTS 

Federal law prohibits recipients of federal funds, whether through grants, contracts, or cooperative agreements, from using those 
funds to influence or attempt to influence (lobby) a federal official in connection with obtaining, extending, or modifying any 
federal contract, grant, loan, or cooperative agreement. Further, federal law requires that applicants for federal funds certify:  

that they propose by the above restriction;

that they disclose any permissible (non-federal) paid lobbying on the Federal Awards being applied for; and

that such certification requirements will also be included in any subawards meeting the applicable thresholds.

Vendors must complete and submit the CERTIFICATION FOR CONTRACTS, GRANTS, LOANS, AND COOPERATIVE AGREEMENTS and 
the OMB STANDARD FORM LLL when responding to this solicitation. 

4.25 SECRETARY OF STATE REGISTRATION 

 

 
 

  

4.26 SUBCONTRACTORS 

 

 

 

 

4.27 GENAI SOLUTIONS OR SERVICES 

Failure to return this attachment
.



5.0  SCOPE OF WORK AND SPECIFICATIONS

GENERAL

The intent of this Statewide Term Contract is to provide a reliable, efficient, and consistent method for eligible entities to access a 
broad range of customizable promotional items that meet diverse branding, quality, and delivery requirements. Awarded 
Vendor(s) will be responsible for maintaining accurate and up-to-date product catalogs and pricing, processing and fulfilling orders 
in a timely manner, delivering items to locations across the state, and providing responsive customer service and issue resolution. 
The scope of work requires Vendors to leverage their existing systems and infrastructure to manage varying order sizes, support 
multiple concurrent State Entity requests, and accommodate customized branding needs without compromising quality or 
timeliness. This framework ensures consistent delivery of high-quality, branded promotional items throughout the life of the 
contract.

SPECIFICATIONS 



  

 

5.2.1 Apparel 

 

 

5.2.2 Bags and Totes 

The Vendor shall provide a variety of bags designed for everyday use, as well as for functional and event purposes. At a minimum, 
the Vendor shall offer tote bags, drawstring bags, backpacks, duffel bags, and messenger bags. Bags and totes shall: 

a. Be constructed from durable materials suitable for repeated use (e.g., canvas, polyester, nylon).
b. Offer options in a range of sizes (small event totes to large travel duffels).
c. Include eco-friendly/reusable options such as recycled or biodegradable materials.
d. Provide reinforced handles/straps capable of supporting everyday loads.

5.2.3 Drinkware 
The Vendor shall provide reusable and durable drinkware suitable for branding and customization. At a minimum, the Vendor 
shall offer water bottles, tumblers, travel mugs, ceramic mugs, and glassware. Drinkware shall: 

a. Comply with all applicable safety standards for food and beverages (e.g., BPA-free plastics, FDA-approved coatings).
b. Be available in multiple capacities (e.g., 12 oz, 16 oz, 20 oz, 32 oz).
c. Offer both hot and cold options (e.g., insulated tumblers, ceramic coffee mugs).
d. Provide reusable, eco-friendly alternatives (e.g., stainless steel, glass, recycled plastic).

5.2.4 Writing Instruments 

The Vendor shall provide writing instruments that are capable of customizing logos or slogans. At a minimum, the Vendor shall 
offer ballpoint pens, gel pens, stylus pens, pencils, and highlighters. Writing instruments shall: 

a. Be available in standard and premium options.
b. Include retractable, capped, and multifunction (e.g., stylus/pen combos) designs.
c. Provide smooth, consistent ink flow and legible imprinting.
d. Be available in assorted colors and ink options.

5.2.5 Award and Recognition Gifts 

 

a. Be customizable with logos, names, or inscriptions.
b. Offer a range of materials (e.g., wood, acrylic, glass, metal, crystal).
c. Include both formal awards (e.g., plaques, trophies) and informal recognition items (e.g., pins, certificates).
d. Be available in multiple sizes and formats to support varying levels of recognition.



5.2.6 Other Promotional Merchandise

The Vendor shall provide additional promotional items commonly used for events, campaigns, and public engagement. At a 
minimum, the Vendor shall offer keychains, lanyards, stress balls, calendars, and basic technology accessories (such as USB drives 
or phone stands). Miscellaneous items shall:

a. Be functional and suitable for daily use or event distribution.
b. Include a range of low-cost items (e.g., keychains, stress relievers) and higher-value giveaways (e.g., tech accessories).
c. Be constructed from durable materials appropriate for their intended use.
d. Provide eco-friendly alternatives when commercially available.

Vendors may only provide items in this category if they are offering items in at least two (2) other categories.

5.2.7 Additional Categories

5.2.8 General Quality and Compliance Requirements

SCOPE OF WORK

5.3.1 Tasks and Deliverables

1. Maintain a process within the customer service plan, while providing a range of customization options, including
screen printing, embroidery, and laser engraving.

2. Provide a product specification sheet to the Purchasing Entity for each item offered at the time of the quote. The
specification sheet must include, at a minimum, the specific item(s), the available branding options, imprint
areas, and color selections, where applicable.

1. Acknowledge all orders within one (1) business day, confirming receipt, identifying any missing details, and
providing the expected timeline for proof submission and production.



 

 

2. Provide an itemized pricing quote to the Purchasing Entity within two (2) business days of order submission for
each order prior to production. Quotes shall include, at a minimum, unit cost, setup fees, customization charges,
shipping, and any other applicable costs.

3. Process orders according to the following service tiers, unless otherwise proposed by the Vendor and accepted
by the State:

a. Standard Orders: Fulfilled and shipped within ten (10) business days of final proof approval.
b. Rush Orders: Fulfilled and shipped within five (5) business days of final proof approval.
c. Disclose any items that require extended fulfillment timelines beyond these tiers to the Purchasing

Entity at the time of order placement
and communicated to the Purchasing Entity.

4. Maintain a process within the customer service plan that allows Purchasing Entities to track the status of their
orders from placement through final delivery (e.g., real-time order tracking, shipment tracking, notification of
delay).

5. Vendors may charge a setup fee for each new imprint method or version of artwork. If a different product,
imprint method, or modified artwork is requested, a setup fee may be charged again. However, setup fees shall
not be charged for the exact reorders that do not require any new setup or reconfiguration. All setup fees shall
be clearly disclosed at the time of quoting.

6. State entities will provide logo and branding files when placing their orders. Vendors must manage these files
and embed the logos on their product.

7. Production shall not begin until the Purchasing Entity has approved the proof in writing.

1. Deliver digital proof to the Purchasing Entity within two (2) business days of design submission.
2. Provide and manage a mock-up approval process that requires documented sign-off by Purchasing Entity.

1. Implement and maintain quality inspection protocols for all products prior to shipment to ensure compliance
with order specifications and State requirements. At a minimum, quality inspection protocols shall include:

i. Verification of current item(s), customization details, and quantity.
ii. Inspection of product defects, damage, or misprints.

iii. Documentation of inspection results maintained by Vendor and made available to Purchasing Entity
upon request.

1. Provide packing slips and shipment tracking information for each order, including Purchasing Entity name,
purchase order or reference number, itemized product list, quantities, and customization details.

2. Accommodate consolidated or split shipments as requested by the Purchasing Entity.

5.3.2 Timelines & Flexibility 

Vendors shall adhere to the baseline timelines outlined in Section 5.3.1 unless alternate timelines are proposed and approved by 
the State. Purchasing Entities may grant additional time during contract performance if mutually agreed with Purchasing Entity. 

Proof Approval: Production shall not begin until the Purchasing Entity has provided documented sign-off. 

Fulfillment Exceptions: 
catalog or ordering system, and approved by the Purchasing Entity. 



IMPLEMENTATION AND COMMUNICATION PLAN 

The successful implementation and efficient management of promotional items and applicable services are crucial for an effective
and functioning contract. This plan outlines the steps and strategies to implement and communicate the procurement, distribution,
and usage of services.

four (4) areas below. To support consistency and ease of review, Vendors shall 
submit their Implementation and Communication Plan in a clear and organized format. Acceptable formats include narrative 
responses, tables, timelines, or Gantt charts. 

1. Implementation Timeline
a. Provide a detailed schedule with key milestones for contract start-up, including catalog launch, order processing

readiness, and system integration with the NC eProcurement System (if applicable), based on catalog type
selection in Section 6.0.

b. Identify expected timeframes for agency onboarding and training resources.
2. Communication Strategy

a. Outline methods for communication with State Contract Administrator/Manager, State Entities, and other
stakeholders.

3. Training and Support
a. Describe training and onboarding resources for State Entities, including user guides, and customer service

support.
4. Performance and Feedback Mechanisms

a. Detail how the Vendor will measure implementation success, including service performance, order accuracy, and
fulfillment timelines. The State reserves the right to request modifications to the Implementation and
Communication Plan to ensure alignment with State requirements and contract objectives.

CUSTOMER SERVICE PLAN

Vendor shall specifically address the following:

1. D
a. Hours of availability
b. Response times
c. Problem-solving capabilities (including product knowledge/expertise, ensuring accuracy and efficiency)
d. Escalation procedures for resolving issues
e. Order tracking and status updates

2. Describe how your company will provide customer service coverage across the entire state (or offered regions),
including support for rural areas, to ensure all State Entities receive timely and consistent assistance.



5.5.1 GEOGRAPHIC COVERAGE 

The State seeks to ensure comprehensive access to promotional items for all eligible entities across North Carolina. 

Vendors may propose coverage on one (1) of the following bases:

A. Statewide Coverage

Vendor shall provide complete coverage for all 100 counties within North Carolina. Products, services, delivery, and customer 
support must be available throughout the entire state.

B. Regional Coverage

Vendor shall provide coverage for one (1) (see above Regional Map). Vendors 
proposing regional coverage must provide all products and full service to every county within the region(s). Vendor shall 
indicate which region(s) they are proposing to cover in Attachment A: Cost Proposal Workbook.

Statewide Coverage

Regional Coverage

The State reserves the right to make multiple awards, both statewide and regionally, within each product category in order to 
ensure comprehensive coverage, promote competition, and provide State Entities with vendor choice. State Entities shall utilize 
awarded Vendors based on their coverage area(s).

If multiple Vendors are awarded within the same coverage area (statewide or regionally), State Entities shall select the Vendor that 
provides the best value for the specific product needs, considering factors such as price, delivery timeframe, product availability, 
and service capabilities. State Entities are not required to rotate among Vendors but are expected to make selections that represent 
the best value to the State.

PRODUCT AND CATALOG OFFERING

Vendors shall provide a comprehensive overview of their current promotional product catalog and related capabilities. This 
-out catalog site and may be presented in narrative, outline, or graphical format. 

response shall clearly address the following components:



1. Describe the overall scope of your company's product offerings, including the range of product categories, decoration
and customization capabilities available, such as screen printing, embroidery, laser engraving, and any other relevant
methods. Additionally, explain how updates to the catalog or changes in product availability will be communicated to
the State.

2. Outline the process for providing digital proofs and mock-ups, including timelines, revision policies, and approval
procedures. Vendors may include instructions regarding quote requests, if applicable.

3. Indicate which of the following categories are included in your catalog by checking all that apply. Vendors may only offer
items in Category 6 if they also offer products in at least two (2) other categories:

Category 1: Apparel

Category 2: Bags & Totes

Category 3: Drinkware

Category 4: Writing Instruments

Category 5: Award & Recognition Gifts

Category 6: Other Promotional Merchandise

OPTIONAL VALUE-ADDED SERVICES 

Vendors may provide Value-Added Services along with description and pricing offered on the ATTACHMENT A: COST PROPOSAL 
WORKBOOK. During the award process, the State has the option to negotiate the services being offered. Please be advised that 
any value-added services offered are optional and will not be included in the bid evaluation process; however, they may be taken 
into consideration at the State's discretion. The State does not imply or intend that any value-added service will be deemed 
acceptable.  

PROJECT ORGANIZATION

TECHNICAL APPROACH



 6.0 CONTRACT ADMINISTRATION 

All Contract Administration requirements are conditioned on an award resulting from this solicitation. This information is provided 

State Contract Administrator: Melinda Tomlinson, Melinda.tomlinson@doa.nc.gov, 984-236-0238 

State Contract Manager: Ian Fox-Castro, ian.m.fox-castro@doa.nc.gov, 984-236-0211 

Contract Manager and the Contract Synopsis on the DOA P&C website will be updated. 

6.1  CONTRACT MANAGER AND CUSTOMER SERVICE 
The Vendor shall be required to designate and make available to the State a Contract Manager.  The Contract Manager shall be 

service. 

Contract Manager Point of Contact 

Name: 

Office Phone #: 

Mobile Phone #: 

E-mail:

The Vendor shall be required to designate and make available to the State for customer service.  The customer service point of 
-related issues, including but not limited to responding to inquiries,

assisting with order status and tracking, resolving issues, and ensuring consistent communication.

Customer Service Point of Contact 

Name: 

Office Phone #: 

Mobile Phone #: 

E-mail:

6.2 ELECTRONIC PRODUCT CATALOG  
Vendors have two (2) options to select for managing products using the NC E-Procurement Services to develop and manage a 
catalog solution.  Options include:  

1. Line-Item Catalog
a. Limited to no more than 5,000 available products.

2. Punch-Out Catalog
a. No limit to products available.

Colby Wayenberg

Beth Malpass

704-598-8971 ext 2365

colby.wayenberg@formsandsupply.com

704-598-8971 ext 2252

beth.malpass@formsandsupply.com



 

 

3. Ordering Instructions

6.2.1 Line-Item Catalog Solution 
If selected for contract award, the awarded Vendor hereby agrees to cooperate with the State and E-Procurement Services to 
develop a line-item catalog.  At a minimum, the Vendor shall agree to the following: 

a. Vendor shall deliver a line-item catalog within ten (10) calendar days of notice.  By providing a line-item catalog, the Vendor
shall provide a list of its products/services and pricing within a specific template format to E-Procurement Services by emailing
the populated template to eprocurementdata@its.nc.gov and copying the Contract Manager.

b. The State will confirm the accuracy of the electronic catalog before loading it into the E-Procurement system.  In addition,

c. The Vendor shall submit an updated electronic catalog from time to time or as requested by the State to maintain the most
up-to-date version of its product/service offering under the statewide contract.

d. The Vendor shall meet the following requirements:

1. Include in the catalog the most current pricing, including all applicable administrative fees and/or discounts, as well as
the most up-to-date product/service offering the Vendor is authorized to provide in accordance with the statewide
contract; and

2. Adhere to the percentage discount off the price list even when using the punchout catalog solution or dynamic pricing
feeds.

3. Maintain the accuracy of the catalog throughout the duration of the statewide contract; and
4. Include in the catalog detailed product line-item descriptions; and
5. Include in the catalog, identifiers for specific types of products, to include NC HUB Certified (2nd Tier) products,

Sustainable products, Contract products; and
6. Include in the catalog any additional content required by the State; and
7. Limit the line-

e. The State shall control which statewide contracts appear in the E-Procurement System and may elect at any time to remove
-Procurement System.

6.2.2 Punchout Catalog Solution 
If selected for contract award, the awarded Vendor hereby agrees to cooperate with the State and E-Procurement Services to 
deliver a punch-out catalog solution. The Vendor agrees to the following: 

a. Vendor shall deliver a punch-out catalog which must be approved and available for use within thirty (30) calendar days
of notice of award. Vendor shall limit the punch-
providing a punch-ou
communication between the E-
Language (cXML) 1.0 or 1.1 standards.

b. Vendor shall ensure its online catalog marketplace is up-to-date or as requested by the State, updating the offered
products/services and pricing listed on its online catalog.

c. Vendor shall deliver a punch-out catalog that contains only items that are in the scope of the awarded contract. The
Vendor shall have the capability to block from the punch-out catalog those items as designated by the State or Supplier

 is defined as the electronic removal of product information and prices from the punch-out catalog
solution. For each item included, the following information shall be provided at a minimum: item description,
manufacturer name, manufacturer part number, unit of measure, and contract price.

d. The Vendor shall meet the following requirements:



  

 

1. Vendor shall include in the catalog the most current pricing, inclusive of all applicable administrative fees and/or
discounts, as well as the most up-to-date product offering the Vendor is authorized to provide in accordance with
the contract; and

2. Vendor shall maintain the accuracy of the catalog throughout the duration of the contract; and
3. Vendor shall include in the catalog detailed product line-item descriptions; and Vendor shall include in the catalog

pictures when possible; and
4. Vendor shall include in the catalog any additional content required by the State or Supplier Manager; and
5. Vendor shall make access to the punch-out catalog available 24 hours a day, 7 days a week.

e. The State shall control which statewide contracts appear in the E-Procurement System and may elect at any time to
-Procurement System.

6.2.3 Ordering Instructions Solution 

 

Only those products awarded under this contract, as determined by the State, shall be made available for purchase from the punch-
out catalog. Products not awarded under this contract shall be blocked from the punch-out catalog or may not be displayed on the 
site. In addition, the punch-out catalog shall not allow a user to add non-contract items to a shopping cart or to the E-Procurement 
System. 

6.2.3 Vendor shall indicate which catalog solution they intend to use. Select all that apply. 
Line-Item Catalog

Punch-Out Catalog

Ordering Instructions

6.3 CONTRACT BUSINESS REVIEW MEETINGS 

The Vendor, at the request of the State, shall be required to meet periodically, semi-annually with the State for Contract Business 
Review meetings.  The purpose of these meetings will be to review project progress reports, discuss Vendor and State performance, 
address outstanding issues, review problem resolution, provide direction, evaluate continuous improvement and cost saving ideas, 
and discuss any other pertinent topics. 

Business Review meetings shall be scheduled semi-annually. Meetings shall be presented by the Vendor and be inclusive of the 
following:  

1. Spend overview
a. Entity Breakdown
b. FY Comparison
c. Volume Discount
d. Subcontractor spend

2. Product Cost Savings from list price
3. Product Accuracy Rate  Percent of items invoiced and shipped without post order correction
4. Complete Shipment Rate 

a. Percent of orders filled in one (1) shipment
b. Shipping fees charged

5. On Time Delivery Rate  Percent of orders delivered within contract delivery term
6. Sustainability Efforts and Results
7. Additional Discounts Exercised
8. Rebates



  

 

9. Purchasing Entity Feedback
10. Challenges/Resolutions
11. Improvement Ideas
12. Limited-time promotional discounts

6.4 CONTINUOUS IMPROVEMENT 

The State encourages the Vendor to identify opportunities to reduce the total cost to the State.  A continuous improvement effort 
consisting of various ideas to enhance business efficiencies as performance progresses. 

6.5 PERIODIC QUARTERLY SPEND REPORTS 

The Vendor shall be required to provide Sales Management Reports to the above designated Contract Manager on a Quarterly 
basis. This report shall include, at a minimum, information concerning: 

1. Sales Report (total cost) by State entity, to include agencies, community colleges, universities, school systems, local
government entities.

2. Sales Report Category (e.g., Apparel, Bags & Totes, Drinkware, Writing Instruments, Awards & Recognition, Other
Promotional Merchandise), Items Purchased (Manufacturer/Brand), Item Description, Quantity, Unit of Measure, List
Price, Contract Price, Discount Applied, Any additional delivery charges such as setup fees, run charges, specialty
packaging or overnight delivery, Shipping/handling fees; Purchasing Entity, Delivery Location (City), Order Date, Shipment
Date, Delivery Date.

Quarterly Sales Management Reports shall be uploaded via the electronic Vendor Portal (eVP). Users can submit their report 
through eVP by following the instructions in the  job aid. Vendor shall include all issues identified by Vendor 

 

Vendor shall submit the Quarterly Sales Management Reports by the 15th of the month following the end of the quarter. The 
Quarterly Management Report delivery schedule is included below:  

By October 15th: Q1 Quarterly Management Report for July  September 

By January 15th: Q2 Quarterly Management Report for October  December 

By April 15th: Q3 Quarterly Management Report for January  March 

By July 15th: Q4 Quarterly Management Report for April  June. 

 initial 
Quarterly Management Report shall be for the period from the contract start date to the end of the existing calendar quarter. 
Timely submission of all reports shall be a material term of this contract and failure to do so shall constitute a default. 

Additional related sales information and/or details on user purchases may be required by the State and must be supplied within 
thirty (30) days of any such request.  A template for any such reports may be provided by the State, at its discretion. 

6.6 ACCEPTANCE OF WORK 

Performance of the work and delivery of Goods and Services shall be conducted and completed at least in accordance with the 
contract requirements and recognized and customarily accepted industry practices. Performance shall be considered complete 
when the Goods and Services are approved as acceptable by the Purchasing Entity. 



  

 

Acceptance of work products shall be based on the following criteria: 

1. Order Processing & Timeliness
2. Customization Accuracy
3. Quality Assurance
4. Customer Service Responsiveness

The State shall have the obligation to notify Vendor, in writing ten (10) calendar days following completion of such work or delivery 
of a deliverable described in the contract that it is not acceptable.  The notice shall specify in reasonable detail the reason(s) it is 
unacceptable.  Acceptance by the State shall not be unreasonably withheld; but may be conditioned or delayed as required for 
reasonable review, evaluation, installation, or testing, as applicable to the work or deliverable.  Final acceptance is expressly 
conditioned upon completion of all applicable assessment procedures.  Should the work or deliverables fail to meet any 
specifications, acceptance criteria or otherwise fail to conform to the contract, the State may exercise any and all rights hereunder, 
including, for Goods deliverables, such rights provided by the Uniform Commercial Code, as adopted in North Carolina. 

6.7  INVOICES 

Vendor shall invoice the Purchasing Entity. The standard format for invoicing shall be Single Invoices, meaning that the Vendor 
shall provide the Purchasing Entity with an invoice for each order. Invoices shall include detailed line-item information to allow 
Purchasing Entity to verify that pricing at point of receipt matches the correct price from the original date of order.  At a minimum, 
the following fields shall be included on all invoices: 

Numbers, MSRP part numbers, Item Descriptions, Price, Quantity, and Unit of Measure, Carrier (Manufacturer/Decorator) Shipping 
Costs.   

INVOICES MAY NOT BE PAID UNTIL AN INSPECTION HAS OCCURRED AND THE GOODS ACCEPTED. 

6.8 DISPUTE RESOLUTION 

During the performance of the contract, the Parties agree that it is in their mutual interest to resolve disputes informally.  Any 
all be 

Contract Manager for resolution. The Parties shall agree to negotiate in good faith and use all 
reasonable efforts to resolve such dispute(s).   

During the time the Parties are attempting to resolve any dispute, each shall proceed diligently to perform their respective duties 
and responsibilities under this contract.  The Parties will agree on a reasonable amount of time to resolve a dispute.  If a dispute 
cannot be resolved between the Parties within the agreed upon period, either Party may elect to exercise any other remedies 
available under the contract, or at law.  This provision, when agreed in the contract, shall not constitute an agreement by either 
party to mediate or arbitrate any dispute. 

6.9   PRODUCT RECALL 

Vendor expressly assumes full responsibility for prompt notification to the Contract Manager listed in this RFP or the Purchasing 
Entity of any product recall in accordance with the applicable State or Federal regulations. The Vendor shall support the State, as 
necessary, to promptly replace any such products, at no cost to the State. 

6.10 POST AWARD PRODUCT SUBSTITUTION, ADDITIONS, & REMOVALS 

Post-Award product substitutions are not permitted without prior written approval from the Contract Administrator.  Proposed 
substitutions shall be of the same or higher quality and at the same or lower price as the original item.  Failure of the Vendor to 
comply with this requirement shall constitute sufficient cause to hold the Vendor in default or for removal from the contract. 



  

 

The items included in this RFP 
needs change over the term of the contract, the State reserves the right to add additional products to the contract that can be 
supplied by the awarded Vendor.  The price for these added products will be mutually agreed to by the State and the Vendor but 
are assumed to be priced at a discount similar to what is being offered on the products listed in the RFP. 

6.11 PRICE ADJUSTMENTS 

Prices proposed by the Vendor shall be firm against any increase for one (1) year from the effective date of the contract. 

Price increase requests shall be submitted in writing to the Contract Manager, which shall include the reason(s) for the request 
and contain supporting documentation for the need. Price increases will be negotiated and agreed to by both the State and Vendor 
in advance of any price increase going into effect. The State is not obligated to accept pricing adjustments or increases and reserves 
the right to accept or reject them in part or in whole. Price de-escalation or decreases may be requested by the State at any time. 

It is understood and agreed that orders will be shipped at the established contract prices in effect on the date an order is placed. 
Invoicing that deviates from this provision may result in contract cancellation. 

6.12 CONTRACT CHANGES 

Contract changes, if any, over the life of the contract shall be implemented by contract amendments agreed to in writing by the 
State and Vendor. 

6.13 TAXES 

No taxes shall be included in any bid prices. 

6.14 ATTACHMENTS 

All attachments to this RFP are the copies found within the Ariba Sourcing Tool, and are incorporated herein, and shall be submitted 
by responding in the Sourcing Tool. Additional Terms and Conditions are provided below. 



  

 

 7.0 Additional Terms and Conditions 
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6410 Orr Rd
Charlotte, NC 28213

800-532-0335

Beth Freeman Executive Vice President

DPC-1677864747-MT-R

Promotional Products

4/13/2026

Forms & Supply, Inc.
www.fsioffice.com



Forms & Supply, Inc. 
6410 Orr Rd 
Charlotte, NC 28213 
Beth.freeman@formsandsupply.com 
800-532-0335

 , 2026 

State of North Carolina 

Division of Purchase and Contract 

Re: Request for Proposal DPC-1677864747-MT-R 

Title: Promotional Items 

Dear Melinda Tomlinson, 

We at Forms & Supply, Inc, (FSIoffice) are pleased to submit our response to the 
Request for Proposal (RFP) issued by the Division of Purchase and Contract. We 
have carefully reviewed the requirements outlined in the RFP DPC-1677864747-
MT-R, including all instructions, terms and conditions and attachments, and we 
believe that our expertise, experience, and commitment to excellence make us an 
ideal partner for this project. We are committed to performing in accordance 
with the scope of work, requirements and specifications contained within. 

Throughout our years of service to the state FSIoffice has exemplified what it 
means to partner with our customers. Our commitment to upholding the values 
and goals of the state combined with our skill sets and willingness to support 
your endeavors make FSIoffice the ideal vendor to service the future contract. 

Respectfully, 

Beth Freeman 
Executive Vice President 
Forms & Supply, Inc. 
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5.4  Implementation Plan 

Implementation Timeline 
As a current vendor to the State of North Carolina under Term Contracts 4412A and 1412A, FSIoffice 
has existing familiarity with State procurement processes, eProcurement requirements, and agency 
workflows. As a result, implementation under this contract is expected to require minimal system 
configuration and onboarding. 

The anticipated implementation timeline is as follows: 
 
Phase 1 – Contract Kickoff and Planning (Week 1) 

• Confirm designated State Point of Contact (POC) 
• Confirm eProcurement ordering instructions 
• Establish implementation schedule and communication cadence 

 

Phase 2 – Catalog Configuration and Testing (Weeks 2–4) 
• Establish contract catalog and eprocurement ordering instructions 
• Configure pricing and approved product offering 
• Validate quote request workflow 
• Conduct internal testing and customer acceptance testing (as needed) 
• Prepare training materials Estimated duration: Four (4) weeks 

Phase 3 – Entity-Specific Storefronts (If Required) 

For agencies requiring a customized storefront or branding-specific experience: 
• Configure entity-specific storefront 
• Conduct testing and validation 
• Provide entity-specific training 

Additional estimated time: Three to four weeks per storefront 
 
Licensing Considerations 
Institutions such as colleges and universities requiring trademark or licensing approvals may require 
four (4) to six (6) weeks for review and approval prior to launch. 
 

Communication Strategy 
FSIoffice will maintain clear, structured, and consistent communication throughout both 
implementation and ongoing contract execution. 
 
During Implementation 
Primary communication will occur between FSIoffice and the customer-designated POC. 
Communication methods will include: 

• Kickoff meeting (Microsoft Teams) 
• Weekly implementation status updates (email or Teams) 

Ongoing Contract Communication 
Once implementation is complete, communication will occur through a combination of: 

• Automated system notifications (quote confirmations, proof delivery, shipment notices) 
• Direct customer service communication (email and phone) 
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• Scheduled review meetings, as requested by the State

Training and Support
FSIoffice will provide comprehensive training and ongoing support to ensure successful adoption and
long-term contract performance.

Training Delivery Methods
Training will be delivered directly by FSIoffice and offered in multiple formats:

• Live, instructor-led Microsoft Teams sessions
• Recorded training modules available on demand
• Written user guides and reference materials

Training Topics
• Catalog navigation and product search
• Quote request procedures
• Purchase Order submission process
• Artwork submission and proof approval workflow
• Revision policies and timeline expectations
• Customer support contact procedures
• Additional refresher training sessions may be provided upon request.

Ongoing Support
Dedicated customer service representatives familiar with State Entity requirements will provide
ongoing support. Support includes:

• Assistance with quote clarification
• Artwork and proof troubleshooting
• Order status updates
• Issue resolution and escalation management

Performance and Feedback Mechanisms
FSIoffice will monitor both implementation success and ongoing contract performance using
established service metrics, including:

• Order accuracy and completeness

• Fulfillment timelines and on-time delivery performance
• Proof turnaround time
• Responsiveness of customer service support

Performance results and feedback may be reviewed with the State during scheduled contract review
meetings, if requested.

FSIoffice will work collaboratively with the State to address feedback and make reasonable
adjustments to processes, timelines, or communication methods as necessary to ensure alignment
with contract objectives.
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5.5  Customer Service Plan 

FSIoffice is committed to delivering responsive, knowledgeable, and consistent customer service from 
quote to delivery. Our customer service plan emphasizes clear communication, timely response, 
technical guidance, and continuous performance monitoring to ensure alignment with State 
expectations. 

 

Service Delivery Approach 
Promotional products often involve event deadlines, branding requirements, and multiple approval 
steps. FSIoffice’s service model is designed to support customers at each stage, including: 

• Product selection and recommendations 
• Quote clarification and pricing verification 
• Decoration method guidance 
• Artwork coordination 
• Proof review assistance 
• Order status updates 
• Issue resolution 

Our approach prioritizes proactive communication to minimize delays and ensure production timelines 
are clearly understood prior to order placement. 

 

Statewide Account Support 
FSIoffice has <redacted> Account Managers across North Carolina to provide local field support 
throughout all regions of the state including, entity-specific coordination, on-site or virtual engagement 
when requested, training and onboarding support, as well as recommendations for campaigns and 
events. 

 

Dedicated In-House Customer Service 
All customer service functions are performed by FSIoffice employees and are never outsourced. 
Agencies and participating entities are supported by experienced Customer Service Representatives 
(CSRs) who are empowered to manage orders, respond to inquiries, and resolve routine issues 
efficiently. 
 
FSIoffice’s customer service team consists of <redacted> individuals with over 300 years of combined 
tenure. Team members are cross-trained and participate in ongoing professional development to 
remain current with manufacturer updates, decoration methods, and industry best practices. 
Agencies may continue working with their existing assigned CSR as part of established relationships and 
standard practice. 
 

Responsiveness and Communication Standards 
Customer service inquiries receive a response within two (2) hours during normal business hours 
(Monday–Friday, 8:00 a.m. – 5:00 p.m.). 
Support channels include: 

• Phone 
• Email 
• Live Chat (staffed by a live representative) 

Automated notifications are generated at key transaction milestones, including: 
• Quote acknowledgment 
• Proof delivery 
• Proof approval confirmation 
• Shipment tracking and delivery updates 

Clear communication is maintained throughout the process to ensure customers are informed of 
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timelines, approvals, and shipment status. 
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Issue Resolution 
Most service concerns are resolved directly by the assigned CSR. When specialized expertise or 
additional authority is required, issues are escalated promptly through the defined internal escalation 
pathway described in Section 5.8. 

This structured approach ensures timely and effective resolution while maintaining a consistent point of 
contact for the customer. 
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5.6 Product Catalog & Offering 

The Vendor’s product offering includes over 5,000 commercially available promotional items within the 
following categories as defined in the RFP: 

• Category 2: Bags and Totes
• Category 3: Drinkware
• Category 4: Writing Instruments
• Category 6: Other Promotional Merchandise

The Vendor’s catalog is limited to products sourced from two major, nationally recognized 
manufacturers: <redacted> These manufacturers were selected to ensure consistent product quality, 
reliable availability, and established compliance with industry standards. 

Available decoration methods include screen printing, embroidery, laser engraving, and full-color 
decoration processes, as appropriate for the specific item and material. Decoration methods a re 
selected based on best fit for durability, appearance, and intended use. 

The Vendor’s product catalog is maintained electronically and updated on an ongoing basis to reflect 
product availability, discontinuations, and new product introductions. The website through which 
quote requests originate is updated as changes occur to ensure customers have access to current 
product information at the time of request. 

Quote Request, Proofing, and Order Workflow (Process Outline) 

Quote Request Initiation 

1. Eligible entities initiate a quote request through the Vendor’s website, following order
instructions in e-procurement.

2. At the time of quote request, customers may:
o Upload artwork files, if available
o Request a digital mockup
o Provide special instructions or comments related to decoration, placement, or timing

Quote Development and Turnaround 
3. Standard quote requests with no special requirements are returned by the end of the next

business day.

4. Quotes include item pricing, decoration method, estimated production timeline, and any
applicable setup or other fees (see example below).



 

9 
 

 

 
 
 

 

Purchase Order and Artwork Requirements 

5. When using entity is ready to place an order, a PO should be submitted through e-procurement 
with the quote attached. 

6. Production-ready artwork is required at the time the PO is submitted, if it has not already been 
provided during the quote request process. 
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Proofing Process 

7. Once the PO is received, the Vendor will provide a digital proof via email within 2 business
days by email (see example).

8. The customer must review and approve the digital proof electronically before production begins.
Proof is approved by clicking “Approve Proof” button or changes can be requested (see
example).

Revisions 

9. One (1) complimentary revision per item, per order is included.
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10. Additional revisions beyond the first will incur a $25 revision fee per revision, which will be 
disclosed prior to proceeding. 

 

Production and Delivery 

11. Production begins only after digital proof approval is received. 

12. Products ship within ten (10) business days following proof approval unless otherwise 
communicated and mutually agreed upon with the customer due to item availability, 
customization complexity, or other factors. 

 

 
All timelines and requirements are communicated to the Purchasing Entity prior to order placement, and 
any exceptions are documented and mutually agreed upon in advance. 
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5.8  Project Organization 
FSIoffice will utilize the established organizational and operational structure currently supporting State 
agencies and participating entities. This structure provides clear accountability, defined roles, and 
efficient escalation to ensure consistent contract performance. 
 

Executive Oversight 
The Executive Vice President (EVP), Beth Freeman, serves as the Executive Sponsor for this contract and 
provides strategic oversight. The EVP is responsible for: 

• Overall contract governance 
• Oversight of required contract reporting 
• Resource allocation and staffing 
• Review of performance metrics 
• Resolution of executive-level or strategic matters 

The EVP ensures alignment between operational execution and contractual obligations. 

Promotional Products Coordinator – Contract Manager 
The Promotional Products Coordinator <redacted>, will serve as the primary point of contact and 
Contract Manager for this agreement. 
 
Responsibilities include: 

• Overall contract oversight 
• Coordination of services across internal teams 
• Monitoring performance metrics and service levels 
• Oversight of quotes, orders, and project workflows 
• Management of company stores and catalog configurations 
• Ensuring brand adherence and compliance with agency requirements 
• Escalation and resolution of operational issues 

The Contract Manager serves as the central coordination point for all contract-related activities. 
 

Customer Service Team 
Day-to-day order processing and customer support will be handled by FSIoffice’s in-house Customer 
Service team. 
 
<redacted> is identified as a primary Customer Service point of contact; however, as an existing 
vendor to State agencies and entities, agencies may continue working with their currently assigned 
Customer Service Representative (CSR) as part of established relationships and standard practice. 
All CSRs are empowered to: 

• Process orders 
• Manage quotes 
• Respond to routine inquiries 
• Coordinate proofing 
• Address standard service concerns 

 
Subject Matter and Field Support  
 
Print Services Specialist 
A dedicated Print Services Specialist provides subject matter expertise related to product selection and 
decoration methods. This role supports internal teams and customers with technical guidance regarding 
imprint methods and production feasibility. 
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In-House Graphic Designer 
An in-house graphic designer is available to assist with artwork preparation and file adjustments when 
requested, supporting efficient proofing and production workflows. 

 

North Carolina Account Managers 
FSIoffice maintains <redacted> Account Managers located throughout North Carolina. Account 
Managers provide consultative support at the agency level and coordinate closely with the Contract 
Manager and Customer Service team to ensure consistent execution of contract requirements. 

 

Escalation Structure 
FSIoffice maintains a defined escalation pathway: 

1. Customer Service Representative 
2. Print Services Specialist or Account Manager (as appropriate) 
3. Promotional Products Coordinator (Contract Manager) 
4. Executive Vice President (Executive Sponsor) 

This structure ensures timely issue resolution while maintaining accountability at each level. 
 

Staffing Model 
FSIoffice does not utilize subcontractors or outsourced service providers for the work described in this 
RFP. All services are performed by Vendor employees under direct management oversight. 
This project organization model provides continuity, depth of experience, and clear lines of authority 
throughout the contract term. 
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5.9  Technical Approach 
FSIoffice’s technical approach is designed to deliver a controlled, efficient, and quality-driven process 
for managing promotional product orders from quote initiation through final delivery. The approach 
integrates structured workflows, branding governance, documented approval checkpoints, and 
coordination with established manufacturing partners to ensure consistent contract performance. 
 

End-to-End Workflow Management 
FSIoffice utilizes a structured quote-to-production workflow to manage all tasks and deliverables under 
the Scope of Work. 
 

Quote Request Initiation 
Eligible entities initiate quote requests through the Vendor’s website. At the time of request, 
customers may: 

• Upload artwork files 
• Request digital mockups 
• Provide special instructions regarding decoration, placement, or event timing 

Each request is reviewed internally for pricing accuracy, production feasibility, and brand alignment. 
 

Quote Development 
Standard quote requests are returned by the end of the next business day. Quotes include: 

• Contract-compliant pricing 

• Recommended decoration method 
• Setup or applicable fees 
• Estimated production timeline 

Quotes are reviewed prior to release to ensure alignment with customer specifications and 
manufacturer capabilities. 
 

Branding and Artwork 
FSIoffice’s system supports entity-specific branding controls to ensure consistent logo usage and brand 
adherence. 
Capabilities include: 

• Creation of account-level branding profiles 
• Secure storage of approved artwork files 
• Management of branding requirements by entity 
• Attachment of specific artwork files to each individual project 

Artwork selected for production is tied directly to the order record and incorporated into the proofing 
process. This structure ensures the correct file is used and provides documented approval prior to 
manufacturing. 
An in-house graphic designer is available to assist with artwork preparation and file adjustments when 
needed to ensure production-ready specifications. 
 

Proofing and Approval Controls 
Upon receipt of an authorized order, a digital proof is provided within one (1) to two (2) business days. 
Production does not begin until the customer electronically approves the proof. The proofing process 
verifies: 
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• Correct artwork file 
• Imprint placement 
• Color representation 
• Quantity and item specifications 

This approval checkpoint serves as the primary quality control mechanism prior to manufacturing. 
 

Production and Supplier Coordination 
FSIoffice coordinates production with established national suppliers selected for product quality and 
reliability. 
Quality assurance is achieved through: 

• Structured proof approval controls 
• Verification of item specifications prior to release 
• Ongoing communication with manufacturing partners 

FSIoffice monitors partner suppliers, who maintain their own formal quality assurance standards and 
production controls to ensure product consistency and imprint accuracy, and addresses quality 
concerns directly to ensure corrective action when necessary. 
 

Fulfillment and Delivery 
Products ship within ten (10) business days following proof approval unless otherwise communicated 
and mutually agreed upon with the ordering entity. 
Shipping notifications and tracking information are provided upon dispatch. Delivery performance is 
monitored to ensure adherence to contract timelines. 
 

Invoicing 
FSIoffice invoices customers only after products have been delivered. Invoices are generated based on: 

• The approved Purchase Order 
• Final confirmed quantities shipped 
• Contract-compliant pricing 

This approach ensures customers are billed only for completed and delivered orders. Any 
discrepancies, shortages, or issues are addressed prior to final billing to maintain accuracy and 
alignment with contract requirements. 
 

Exception Management and Continuous Improvement 
If adjustments are required due to artwork revisions, stock availability, or timeline changes, customers 
are notified promptly and revised expectations are confirmed prior to proceeding. Performance 
metrics such as proof turnaround, order accuracy, and on-time shipment are monitored internally and 
reviewed periodically to support continuous improvement and alignment with contract requirements. 
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Attachment H Gen AI or AI Questions 

FSIoffice makes limited, assistive use of AI-enabled tools to enhance internal workflows and user 
experience. As a company, we do not deploy autonomous AI systems, use AI to make decisions on 
behalf of customers, use AI to process, store, or train on State data or personally identifiable 
information (PII). 

1. FSIoffice’s limited AI usage consists primarily of non-autonomous, assistive technologies, including: 
• Natural language processing (NLP) for search relevance and keyword matching 
• Rule-based recommendation support 
• Productivity tools that assist employees 

No computer vision, predictive decision-making, or autonomous machine learning systems are used. 
 

2. These tools meet the broad definition of AI, but do not constitute a core AI or GenAI solution as 
contemplated by the RFP. Any generative AI usage is limited to human-initiated, human-reviewed 
assistance and does not operate independently. 

3. Level of AI Autonomy 

☐ a. System operates automatically with no human intervention 

☐ b. System operates automatically with occasional retrospective reviews 

☒ c. System produces recommendations but cannot act without human intervention 
 

4. AI-assisted tools may be used for: 
• Improving product search relevance and filtering 
• Helping users identify appropriate products based on stated criteria 
• Assisting Vendor personnel with drafting written communications or responses 

All outputs are reviewed and approved by a human prior to use. 

5. FSIoffice does not train proprietary AI models. Any AI-enabled tools used are commercially available 
platforms configured for general-purpose assistance. No State data is used for training or fine-tuning. 

 
6. FSIoffice’s approach to using AI aligns with generally recognized U.S. best-practice guidance for 
responsible usage. Key principles followed include human oversight, data minimization, transparency, 
and privacy protection. 

7. Because AI is not used as a decision-making system, formal AI performance metrics are not applicable. 
Effectiveness is evaluated qualitatively based on: 

• Improved search relevance 
• User satisfaction 
• Operational efficiency 

 
8. AI outputs are monitored through normal operational oversight and human review. No automated 
monitoring or reporting dashboards are required or maintained. 

 
9. FSIoffice may use third-party technology providers. Subcontractors are required to comply with 
contractual data protection obligations and contracts include confidentiality, security, and data-use 
limitations consistent with this RFP. 
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10. FSIoffice does not deploy or manage proprietary AI models. Any AI-enabled tools used rely on 
vendor-managed, general-purpose language models with no customization using State data. 

 
11. Human review is required for all AI-assisted outputs. AI tools are not used for eligibility 
determinations, pricing decisions, or automated approvals. 

 
12. AI-assisted activity is subject to standard system logging. 
a. Audit Access 
Access is limited to authorized Vendor personnel. 
b. Role-Based Access 
Access is authenticated and role-based. 

 
13. FSIoffice relies on commercial tool providers’ testing and validation practices. No Vendor-managed 
training datasets are maintained. 

14. FSIoffice complies with applicable state and federal data protection laws, including North Carolina 
identity protection statutes. AI tools are not used to process regulated data such as HIPAA or FERPA 
information. 

 
15. State data is not input into AI tools unless explicitly authorized and necessary. Default practice is no 
State data use. 

 
16. Protections include: 

• Access controls 
• Data minimization 
• Prohibition on AI training using State data 

 
17. Because AI outputs are advisory only and human-reviewed, bias risks are mitigated through human 
oversight and exclusion of protected attributes. 

 
18. AI outputs are treated as draft or assistive content only. All outputs are reviewed for accuracy 
before use. 

 
19. Mitigation relies on: 

• Human validation 
• Source verification 
• Restricted use cases that avoid factual assertions where accuracy is critical 

 
20. FSIoffice maintains procedures consistent with generally accepted industry practices to securely 
destroy or sanitize information when it is no longer required for business, legal or contractual purposes. 

 
21. FSIoffice does not routinely use AI tools with State data. Where data protection is applicable, 
controls may include: 

• Access restrictions 
• Data minimization 

a. Re-Identification Prevention 
No de-identified State data is used for AI training. 
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b. Data Sharing 
No de-identified data is shared or matched with other datasets. 



4.17  Vendor Experience FSIoffice 

FSIoffice has extensive experience supporting public sector entities across North and South Carolina 
through multi-location contracts requiring centralized oversight, decentralized ordering, and strict 
compliance with procurement and branding requirements. 
 
FSIoffice currently holds two State of North Carolina term contracts for paper and office supplies and 
actively serves agencies and entities that would be eligible to utilize this promotional products contract. 
Through these contracts, FSIoffice has developed a thorough understanding of State procurement 
procedures, billing structures, delivery expectations, and reporting requirements. Our existing 
relationships with participating entities provide continuity and familiarity that support efficient contract 
implementation and ongoing performance. 
 
In addition to statewide public sector contracts, FSIoffice supports multi-location public and private 
sector organizations that require coordinated delivery to numerous sites, centralized contract 
management, and entity-specific billing, including financial institutions and healthcare. These programs 
involve varying operational needs across departments while maintaining consistency under a master 
agreement. FSIoffice has demonstrated the ability to manage these complex structures while 
maintaining reliable fulfillment performance and responsive service. 
 
FSIoffice also maintains direct experience managing promotional products programs that require brand 
governance and licensing compliance. We currently support <redacted> with promotional products and 
other contracted categories. This relationship includes: 

• Credentialing through the Collegiate Licensing Company (CLC) 

• Compliance with institutional trademark and logo usage standards 

• Quarterly reporting to CLC as required 

• Management of multiple approved logos across departments 

• Coordination of promotional product orders for various campus entities 
 
This experience requires strict adherence to brand standards, maintenance of approved artwork 
libraries, and oversight of department-specific ordering while preserving institutional brand integrity. 
FSIoffice manages these requirements consistently and in compliance with licensing and audit 
expectations. 
 
Our experience demonstrates the ability to manage promotional product programs that involve 
decorated merchandise, logo control, proofing approvals, and production coordination while 
maintaining accountability to public sector procurement standards. 
FSIoffice’s operational structure, combined with our established presence within North Carolina State 
agencies and higher education institutions, positions us to successfully manage the Scope of Work for 
this solicitation with minimal transition risk and proven performance capability. 

 



  DIVISION OF PURCHASE AND CONTRACT

ATTACHMENT A: COST PROPOSAL WORKBOOK
PROPOSAL NO: DPC-1677864747-MT-R

PROMOTIONAL ITEMS
Statewide Term Contract

INSTRUCTIONS FOR COMPLETING THE COST PROPOSAL WORKBOOK

Please carefully follow the instructions below to complete the cost proposal workbook herein.
NOTE: There are a total of six (6) tabs to review including the 'Instructions' tab.

WHAT VENDORS NEED TO COMPLETE:

1. Vendor Name
   Enter your company name where indicated on the Instructions  tab. (Vendor name only needs to be entered on the Instructions  tab.)

COST PROPOSAL SHEET INSTRUCTIONS
2. Pre-Filled Information 
   Vendors DO NOT need to enter any information in the following cells:
   Item # (Column B); Item Description/Unit of Measure (Column C); Est. Qty. (Column D)

3. Equivalent Items (Column E)
    If the listed item does not match your catalog, enter the Equivalent Item you sell in the column titled Equivalent Items (If Applicable)  (Column E).
    Vendors should provide a short but clear description that allows for easy comparison.

Please Note:
    1. If fields in the the following columns are left blank"Catalog ID, Price List Name, Price List Date, List Price, and % Discount Off Price List ", the State will consider it a "No Bid " for that specific item and or category.
    2. If a vendor does not intend to offer a specific category, they should leave the corresponding section of the pricing workbook blank.
         Note: Enter % Discount Off Price list as a decimal (e.g., 0.15 for 15%). The cell will display as a percentage.

4. Vendor Input Fields
    Complete the following fields for each offered item highlighted in Yellow:
    Catalog ID: Enter your catalog number for the item.
    Price List Name: Enter the name of the published price list from which the discount is applied (e.g., “2025 Promotional Products Catalog”).
    Price List Date: Enter the effective date of the price list.
    List Price: Enter the manufacturer’s suggested retail price (MSRP) or your published catalog price per unit.
    % Discount Off Price List: Enter the percentage discount (as a whole number, e.g., “15%” as “15”) that will be applied to the list price.

5. Auto-Calculated Fields. Do not modify these fields.
  Contract Price (List Price – Discount) : This field will auto-calculate based on the List Price and Discount entered. 
  Extended Cost (Contract Price × Est. Qty) : This field will also auto-calculate. 

6. Published Price List Link
  Enter the URL or hyperlink to your published catalog/price list in the column titled Link  to Vendor's Published List Price  (Column M).
  Ensure the link is publicly accessible on a standard PC and does not include macros or require a login, a specialized system, or any functionality to access and download.

     Note: Alternatively, Vendors may upload the published price list in the corresponding section in the sourcing event. Vendors are not required to provide price list in both locations.

7. General Guidance
  Do not alter the structure, formulas, or formatting of the Cost Proposal Workbook.
  Complete all required fields for each item. Incomplete information shall be sufficient grounds for rejection of the Vendor's offer, at the discretion of the State.
  All prices must be in U.S. dollars.
  Ensure consistency between your catalog, pricing form, and proposal submission.

VENDOR NAME: Forms & Supply, Inc. (FSIoffice)

Please enter vendor name above.
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Vendor Cost Proposal
Reminder:  Items listed in Attachment A are generic examples only and are not tied to specific products or brands. 
Vendors should propose pricing based on their standard, commercially reasonable offerings for each item category. 

INSTRUCTIONS STATEWIDE 

Northeast 

Southeast

North Central
Sandhills

Piedmont-Triad
Southwest
Northwest
Western

Item # Item Description/Unit of Measure Est. Qty. Equivalent Items
(If Applicable)

Catalog ID Price List Name Price List Date List Price % Discount Off 
Price List

Contract Price
(List Prices - Discount)

Extended Cost
(Est Qty. x Contract Price) Link  to Vendor's Published List Price

1 Screen Printed Cotton Short Sleeve Shirt (Each) 500 -$                                                     -$                                        
2 Moisture Wicking Polo, 100% Polyester (Each) 300 -$                                                     -$                                        
3 Unisex Poly/Cotton Blend Tee 50/50 (Each) 400 -$                                                     -$                                        
4 Long Sleeve Core Blend Tee 50/50 (Each) 350 -$                                                     -$                                        
5 Heavy Cotton T-shirt, Preshrunk (Each) 600 -$                                                     -$                                        
6 Embroidered Quarter Zip Pullover (Each) 200 -$                                                     -$                                        
7 Embroidered Baseball Hat, Adjustable (Each) 300 -$                                                     -$                                        
8 Embroidered Pullover Hoodie (Each) 250 -$                                                     -$                                        
9 Embroidered Knit Beanie (Each) 200 -$                                                     -$                                        

10 Embroidered Dress Shirt, Cotton/Poly (Each) 150 -$                                                     -$                                        
-$                                        

Item # Item Description/Unit of Measure Est. Qty. Equivalent Items
(If Applicable)

Catalog ID Price List Name Price List Date List Price % Discount Off 
Price List

Contract Price
(List Prices - Discount)

Extended Cost
(Est Qty. x Contract Price) Link  to Vendor's Published List Price

1 Non-Woven Tote Bag, 13"x15" with Gusset (Each) 1000 Non-Woven Tote Bag, 13.25"x15" with Gusset 15919 Koozie Group 2026 Price List 2/4/2026 $1.89 1.61$                                                   1,606.50$                              https://fsioffice.espwebsites.com/products/551844923
2 Cotton Canvas Tote, 12oz, 15"x15" (Each) 800 Cotton Canvas Tote, 12oz, 15.5" x 18" 30080 Hit Promo 2026 Price List 2/5/2026 $8.13 6.91$                                                   5,528.40$                              https://fsioffice.espwebsites.com/products/554901591
3 Drawstring Backpack, Polyester (Each) 700 3071 Hit Promo 2026 Price List 2/5/2026 $2.05 1.74$                                                   1,219.75$                              https://fsioffice.espwebsites.com/products/4888161
4 Zippered Convention Tote with Front Pocket (Each) 600 AP8400 Koozie Group 2026 Price List 3/30/2026 9.67$                 8.22$                                                   4,931.70$                              https://fsioffice.espwebsites.com/products/551751243
5 Insulated Lunch Cooler Bag (Each) 500 3315 Hit Promo 2026 Price List 2/5/2026 5.85$                 4.97$                                                   2,486.25$                              https://fsioffice.espwebsites.com/products/551220759
6 Messenger Bag, 600D Polyester (Each) 400 3584 Hit Promo 2026 Price List 2/5/2026 9.90$                 8.42$                                                   3,366.00$                              https://fsioffice.espwebsites.com/products/6026485
7 Duffel Bag, 20" Travel Size (Each) 300 3124 Hit Promo 2026 Price List 2/5/2026 19.65$              16.70$                                                 5,010.75$                              https://fsioffice.espwebsites.com/products/6738742
8 Laptop Sleeve, 15" Neoprene (Each) 300 15725 Koozie Group 2026 Price List 2/4/2026 16.43$              13.97$                                                 4,189.65$                              https://fsioffice.espwebsites.com/products/551752444
9 Backpack, Two-Compartment, 20L (Each) 250 16234 Koozie Group 2026 Price List 2/4/2026 21.81$              18.54$                                                 4,189.65$                              https://fsioffice.espwebsites.com/products/554597156

10 Foldable Grocery Bag, RPET (Each) 600 BRP13 Koozie Group 2026 Price List 2/4/2026 4.19$                 3.56$                                                   2,136.90$                              https://fsioffice.espwebsites.com/products/552540578
34,665.55$                            

Item # Item Description/Unit of Measure Est. Qty. Equivalent Items
(If Applicable)

Catalog ID Price List Name Price List Date List Price % Discount Off 
Price List

Contract Price
(List Prices - Discount)

Extended Cost
(Est Qty. x Contract Price) Link  to Vendor's Published List Price

1 Stainless Steel Tumbler, 20oz, Laser Engraved (Each) 800 Recycled Stainless Steel Tumbler, 20oz 5765 Hit Promo 2026 Price List 2/5/2026 $7.25 6.16$                                                   4,930.00$                              https://fsioffice.espwebsites.com/products/551564196
2 Acrylic Tumbler with Straw, 16oz, Screen Printed (Each) 600 16FREDOM Koozie Group 2026 Price List 2/4/2026 $4.95 4.21$                                                   2,524.50$                              https://fsioffice.espwebsites.com/products/4896013
3 Ceramic Coffee Mug, 12oz, 1-Color Imprint (Each) 700 8125 Hit Promo 2026 Price List 2/5/2026 $3.51 2.98$                                                   2,088.45$                              https://fsioffice.espwebsites.com/products/555832584
4 Reusable Plastic Water Bottle, 24oz, Screen Printed (Each) 900 TRB24 Koozie Group 2026 Price List 2/4/2026 3.21$                 2.73$                                                   2,455.65$                              https://fsioffice.espwebsites.com/products/552225076
5 Insulated Sports Bottle, 20oz, Flip Lid (Each) 500 25oz Sports Bottle with Flip Top Lid, Insulated Stainless Base 5574 Hit Promo 2026 Price List 2/5/2026 4.89$                 4.16$                                                   2,078.25$                              https://fsioffice.espwebsites.com/products/553121572
6 Glass Mason Jar Mug, Etched Logo (Each) 300 Mason Jar w/ Lid and Straw MJ27 Koozie Group 2026 Price List 2/4/2026 1.63$                 1.39$                                                   415.65$                                 https://fsioffice.espwebsites.com/products/553476147
7 Metal Travel Mug, 16oz, Engraved (Each) 400 Stainless Steel Slide Action Travel Mug, 16oz 5841 Hit Promo 2026 Price List 2/5/2026 6.27$                 5.33$                                                   2,131.80$                              https://fsioffice.espwebsites.com/products/4888462
8 Aluminum Water Bottle, 25oz, Full Color Wrap (Each) 350 55702 Hit Promo 2026 Price List 2/5/2026 11.90$              10.12$                                                 3,540.25$                              https://fsioffice.espwebsites.com/products/555517725

9 Insulated Thermos Bottle, 32oz (Each) 200 32 oz Thermo Mug with Straw 55502 Hit Promo 2026 Price List 2/5/2026 6.98$                 5.93$                                                   3,540.25$                              
https://www.hitpromo.net/product/show/55502/32-oz-thermo-
mug

10 Silicone Collapsible Cup, Printed Logo (Each) 250 Silicone Pint Glass, 16oz 46238 Koozie Group 2026 Price List 2/4/2026 12.95$              11.01$                                                 2,751.88$                              https://fsioffice.espwebsites.com/products/553516455
26,456.68$                            

Item # Item Description/Unit of Measure Est. Qty. Equivalent Items
(If Applicable)

Catalog ID Price List Name Price List Date List Price % Discount Off 
Price List

Contract Price
(List Prices - Discount)

Extended Cost
(Est Qty. x Contract Price) Link  to Vendor's Published List Price

1 Plastic Ballpoint Pen, 1-Color Imprint (Each) 2000 55123 Koozie Group 2026 Price List 2/4/2026 $0.45 0.38$                                                   765.00$                                 https://fsioffice.espwebsites.com/products/551749899
2 Metal Pen with Stylus, Laser Engraved (Each) 1000 55773 Koozie Group 2026 Price List 2/4/2026 $1.73 1.47$                                                   1,470.50$                              https://fsioffice.espwebsites.com/products/551754340
3 Highlighter, Chisel Tip, 1-Color Logo (Each) 1200 55311 Koozie Group 2026 Price List 2/4/2026 $1.01 0.86$                                                   1,030.20$                              https://fsioffice.espwebsites.com/products/551262668
4 Mechanical Pencil, Screen Printed (Each) 900 56036 Koozie Group 2026 Price List 2/4/2026 0.98$                 0.83$                                                   749.70$                                 https://fsioffice.espwebsites.com/products/554430258
5 Gel Ink Pen, Retractable, 1-Color Logo (Each) 1500 55885 Koozie Group 2026 Price List 2/4/2026 0.76$                 0.65$                                                   969.00$                                 https://fsioffice.espwebsites.com/products/553243078
6 Eco Bamboo Pen, Laser Engraved (Each) 800 Willow Bamboo Pen 11980 Hit Promo 2026 Price List 2/5/2026 1.51$                 1.28$                                                   1,026.80$                              https://fsioffice.espwebsites.com/products/554889316
7 4-in-1 Multi-Function Pen (Each) 400 4C Koozie Group 2026 Price List 2/4/2026 3.47$                 2.95$                                                   1,179.80$                              https://fsioffice.espwebsites.com/products/4988824
8 Premium Rollerball Pen, Gift Box, Engraved (Each) 250 Premium Souvenir Suite Director Pen w/ Velour Sleeve 56079 Koozie Group 2026 Price List 2/4/2026 10.00$              8.50$                                                   2,125.00$                              https://fsioffice.espwebsites.com/products/556239002
9 Crayon Pack, 4-Color with Custom Wrap (Pack) 1000 Crayon Pack, 6-color w/ custom box 460 Hit Promo 2026 Price List 2/5/2026 0.99$                 0.84$                                                   2,125.00$                              https://fsioffice.espwebsites.com/products/550986751

10 Dry Erase Marker Set, 4 Colors with Case (Set) 600 -$                                                     -$                                        
11,441.00$                            

Category 2: Bags & Totes (e.g., tote bags, backpacks, duffels, drawstring bags)

CATEGORY 3 TOTAL

CATEGORY 2 TOTAL

Category 3: Drinkware (e.g., mugs, tumblers, bottles)  

15.00%

15.00%

CATEGORY 1 TOTAL

Click here to 
view the 

regional map

Click here to view the Instructions Tab

Coverage Options

Vendor must cover ALL counties in the selected region(s).

Region List

CATEGORY 1: APPAREL (e.g.,T-Shirts, Polo Shirts, Outerwear, Hats, Uniforms)

Category 4: Writing Instruments (e.g., pens, pencils, highlighters, markers, stylus pens, mechanical pencils)

CATEGORY 4 TOTAL

15.00%



Item # Item Description/Unit of Measure Est. Qty. Equivalent Items
(If Applicable)

Catalog ID Price List Name Price List Date List Price % Discount Off 
Price List

Contract Price
(List Prices - Discount)

Extended Cost
(Est Qty. x Contract Price) Link  to Vendor's Published List Price

1 Crystal Desk Award, Etched Logo (Each) 50 -$                                                     -$                                        
2 Acrylic Plaque, 8x10, Full Color Insert (Each) 80 -$                                                     -$                                        
3 Wood Plaque with Metal Plate, Laser Engraved (Each) 100 -$                                                     -$                                        
4 Glass Trophy, 10in, Etched (Each) 60 -$                                                     -$                                        
5 Medal with Ribbon, Die Cast, Color Fill (Each) 300 -$                                                     -$                                        
6 Resin Award Statue, 8in (Each) 70 -$                                                     -$                                        
7 Certificate Frame, 8.5x11, Logo Plate (Each) 150 -$                                                     -$                                        
8 Engraved Metal Keychain, Recognition Gift (Each) 400 -$                                                     -$                                        
9 Custom Enamel Lapel Pin (Each) 600 -$                                                     -$                                        

10 Glass Paperweight, Etched (Each) 120 -$                                                     -$                                        
-$                                        

Item # Item Description/Unit of Measure Est. Qty. Equivalent Items
(If Applicable)

Catalog ID Price List Name Price List Date List Price % Discount Off 
Price List

Contract Price
(List Prices - Discount)

Extended Cost
(Est Qty. x Contract Price) Link  to Vendor's Published List Price

1 Keychain, Metal, Laser Engraved (Each) 500 4704 Hit Promo 2026 Price List 2/4/2026 $2.88 2.45$                                                   1,224.00$                              https://fsioffice.espwebsites.com/products/550958796
2 Lanyard, 3/4", Screen Printed (Each) 600 LANYARDS-PV75 Hit Promo 2026 Price List 2/4/2026 $1.45 1.23$                                                   739.50$                                 https://fsioffice.espwebsites.com/products/551660294
3 Stress Ball, Round, 1-Color Imprint (Each) 400 STRSBL Koozie Group 2026 Price List 2/5/2026 $2.58 2.19$                                                   877.20$                                 https://fsioffice.espwebsites.com/products/4853383
4 Wall Calendar, 12-Month, Full Color (Each) 300 7279 Koozie Group 2026 Price List 2/5/2026 1.73$                 1.47$                                                   441.15$                                 https://fsioffice.espwebsites.com/products/551649988
5 Desk Calendar, Tent Style, Full Color (Each) 350 4257 Koozie Group 2026 Price List 2/5/2026 2.61$                 2.22$                                                   776.48$                                 https://fsioffice.espwebsites.com/products/551649768
6 USB Flash Drive, 16GB, Printed Logo (Each) 250 30919 Koozie Group 2026 Price List 3/30/2026 9.69$                 8.24$                                                   2,059.13$                              https://fsioffice.espwebsites.com/products/555140820
7 Phone Stand, Foldable, Printed Logo (Each) 300 2770 Hit Promo 2026 Price List 2/4/2026 4.34$                 3.69$                                                   1,106.70$                              https://fsioffice.espwebsites.com/products/554497680
8 Mouse Pad, Full Color, 8"x9" (Each) 200 1905 Hit Promo 2026 Price List 2/4/2026 5.35$                 4.55$                                                   909.50$                                 https://fsioffice.espwebsites.com/products/551033304
9 Notebook, 5"x7", 80 Pages, 1-Color Logo (Each) 450 6970 Hit Promo 2026 Price List 2/4/2026 3.17$                 2.69$                                                   909.50$                                 https://fsioffice.espwebsites.com/products/4888612

10 Sticker Sheet, 8.5"x11", Full Color (Each) 800 Sticker Sheet 11.5"x7" Custom Shapes 9198 Hit Promo 2026 Price List 2/4/2026 1.20$                 1.02$                                                   816.00$                                 https://fsioffice.espwebsites.com/products/555351887
9,859.15$                              CATEGORY 6 TOTAL

Category 5: Award & Recognition Gifts (e.g., plaques, trophies, medals, crystal awards, framed certificates, lapel pins)

CATEGORY 5 TOTAL

Category 6: Other Promotional Merchandise (Any item suitable for imprinting with a logo or branding) 
Vendors may only provide items in category six (6) if they are offering items in at least two (2) other categories.

15.00%



Vendor-Defined Volume & Tiered Pricing (Informational Only – Not Scored)

Vendors may provide up to five (5) pricing tiers per item on this form.
If your standard pricing structure includes more than five (5) tiers,  DO NOT add rows to this sheet. 
Instead, attach a supplemental pricing file as part of your proposal that clearly identifies the additional tiers.

Item # Item Description UOM
 Tier 1 

(Qty Range)
Tier 1 

Unit Price
 Tier 2

(Qty Range)
Tier 2

Unit Price
 Tier 3

(Qty Range)
Tier 3

Unit Price
 Tier 4

(Qty Range)
Tier 4

Unit Price
 Tier 5

(Qty Range)
Tier 5

Unit Price Notes

1 Screen Printed Cotton Short Sleeve Shirt  
2 Moisture Wicking Polo, 100% Polyester  
3 Unisex Poly/Cotton Blend Tee 50/50  
4 Long Sleeve Core Blend Tee 50/50  
5 Heavy Cotton T-shirt, Preshrunk  
6 Embroidered Quarter Zip Pullover  
7 Embroidered Baseball Hat, Adjustable  
8 Embroidered Pullover Hoodie  
9 Embroidered Knit Beanie  

10 Embroidered Dress Shirt, Cotton/Poly  

Item # Item Description UOM  Tier 1 
(Qty Range)

Tier 1 
Unit Price

 Tier 2
(Qty Range)

Tier 2
Unit Price

 Tier 3
(Qty Range)

Tier 3
Unit Price

 Tier 4
(Qty Range)

Tier 4
Unit Price

 Tier 5
(Qty Range)

Tier 5
Unit Price

Notes

1 Non-Woven Tote Bag, 13"x15" with Gusset  EA 300-499 2.64 500-749 2.29 750-999 2.09 1000-2499 1.89 2500+ 1.73
2 Cotton Canvas Tote, 12oz, 15"x15"  EA 100-249 10.75 250-499 9.35 500-999 8.13 1000-2499 7.07 2500+ 6.15
3 Drawstring Backpack, Polyester  EA 150-249 2.23 250-499 2.13 500-999 2.05 1000-2499 1.97 2500+ 1.89
4 Zippered Convention Tote with Front Pocket  EA 50+ 9.67 CURRENT PROMOTION
5 Insulated Lunch Cooler Bag  EA 50-99 8.9 100-249 7.74 250-499 6.73 500-999 5.85 1000+ 5.09
6 Messenger Bag, 600D Polyester  EA 50-99 13.1 100-249 11.39 250-499 9.9 500-999 8.61 1000+ 7.49
7 Duffel Bag, 20" Travel Size  EA 25-49 29.89 50-99 25.99 100-249 22.6 250-499 19.65 500+ 17.09
8 Laptop Sleeve, 15" Neoprene  EA 40-149 19.88 150-249 18.07 250-499 16.43 500-999 14.93 1000+ 13.57
9 Backpack, Two-Compartment, 20L  EA 25+ 21.81

10 Foldable Grocery Bag, RPET  EA 200-599 4.54 600-1199 4.19 1200-2399 3.72 2400+ 3.49

Item # Item Description UOM  Tier 1 
(Qty Range)

Tier 1 
Unit Price

 Tier 2
(Qty Range)

Tier 2
Unit Price

 Tier 3
(Qty Range)

Tier 3
Unit Price

 Tier 4
(Qty Range)

Tier 4
Unit Price

 Tier 5
(Qty Range)

Tier 5
Unit Price

Notes

1 Stainless Steel Tumbler, 20oz, Laser Engraved  EA 36-71 12.68 72-143 11.03 144-287 9.59 288-575 8.34 576+ 7.25
2 Acrylic Tumbler with Straw, 16oz, Screen Printed  EA 72-143 6.59 144-287 5.99 288-575 5.44 576-1007 4.95 1008+ 4.49
3 Ceramic Coffee Mug, 12oz, 1-Color Imprint  EA 144-287 4.65 288-575 4.04 576-1007 3.51 1008-20015 3.05 2016+ 2.65
4 Reusable Plastic Water Bottle, 24oz, Screen Printed  EA 200-499 3.47 500-999 3.21 1000-2499 2.96 2500+ 2.7
5 Insulated Sports Bottle, 20oz, Flip Lid  EA 50-99 7.43 100-249 6.46 250-499 5.62 500-999 4.89 1000+ 4.25
6 Glass Mason Jar Mug, Etched Logo  EA 100+ 1.63
7 Metal Travel Mug, 16oz, Engraved  EA 36-71 9.53 72-143 8.29 144-287 7.21 288-575 6.27 576+ 5.45
8 Aluminum Water Bottle, 25oz, Full Color Wrap  EA 36-71 18.1 72-143 15.74 144-287 13.69 288-575 11.9 576+ 10.35
9 Insulated Thermos Bottle, 32oz  EA 500-999 6.98 1000-1999 6.07 2000-2499 5.28 2500+ 4.59

10 Silicone Collapsible Cup, Printed Logo  EA 36+ 12.95

Item # Item Description UOM  Tier 1 
(Qty Range)

Tier 1 
Unit Price

 Tier 2
(Qty Range)

Tier 2
Unit Price

 Tier 3
(Qty Range)

Tier 3
Unit Price

 Tier 4
(Qty Range)

Tier 4
Unit Price

 Tier 5
(Qty Range)

Tier 5
Unit Price

Notes

1 Plastic Ballpoint Pen, 1-Color Imprint  EA 500-999 0.48 1000-2499 0.45 2500-4999 0.43 5000-9999 0.41 10000+ 0.37
2 Metal Pen with Stylus, Laser Engraved  EA 200-499 1.9 500-999 1.81 1000-2499 1.73 2500-4999 1.65 5000+ 1.5
3 Highlighter, Chisel Tip, 1-Color Logo  EA 300-499 1.12 500-999 1.07 1000-2499 1.01 2500-4999 0.97 5000+ 0.88
4 Mechanical Pencil, Screen Printed  EA 300-499 1.02 500-999 0.98 1000-2499 0.94 2500-4999 0.89 5000+ 0.8
5 Gel Ink Pen, Retractable, 1-Color Logo  EA 300-499 0.86 500-999 0.81 1000-2499 0.76 2500-4999 0.73 5000+ 0.67
6 Eco Bamboo Pen, Laser Engraved  EA 250-499 1.74 500-999 1.51 1000-2499 1.31 2500-4999 1.14 5000+ 0.99
7 4-in-1 Multi-Function Pen  EA 150-249 3.63 250-499 3.47 500-999 3.29 1000-2499 3.14 2500-4999 3 5000+  $2.72
8 Premium Rollerball Pen, Gift Box, Engraved  EA 25-49 13.31 50-99 12.1 100-249 11 250+ 10
9 Crayon Pack, 4-Color with Custom Wrap (Pack) PK 250-499 1.31 500-999 1.14 1000-2499 0.99 2500-4999 0.86 5000+ 0.75

10 Dry Erase Marker Set, 4 Colors with Case (Set)

Item # Item Description UOM  Tier 1 
(Qty Range)

Tier 1 
Unit Price

 Tier 2
(Qty Range)

Tier 2
Unit Price

 Tier 3
(Qty Range)

Tier 3
Unit Price

 Tier 4
(Qty Range)

Tier 4
Unit Price

 Tier 5
(Qty Range)

Tier 5
Unit Price

Notes

1 Crystal Desk Award, Etched Logo  
2 Acrylic Plaque, 8x10, Full Color Insert  
3 Wood Plaque with Metal Plate, Laser Engraved  
4 Glass Trophy, 10in, Etched  
5 Medal with Ribbon, Die Cast, Color Fill  
6 Resin Award Statue, 8in  
7 Certificate Frame, 8.5x11, Logo Plate  
8 Engraved Metal Keychain, Recognition Gift  
9 Custom Enamel Lapel Pin  

10 Glass Paperweight, Etched  

Item # Item Description UOM  Tier 1 
(Qty Range)

Tier 1 
Unit Price

 Tier 2
(Qty Range)

Tier 2
Unit Price

 Tier 3
(Qty Range)

Tier 3
Unit Price

 Tier 4
(Qty Range)

Tier 4
Unit Price

 Tier 5
(Qty Range)

Tier 5
Unit Price

Notes

1 Keychain, Metal, Laser Engraved  EA 250-499 3.31 500-999 2.88 1000-2499 2.5 2500-4999 2.17 5000+ 1.89
2 Lanyard, 3/4", Screen Printed  EA 250-499 1.5 500-999 1.45 1000-2499 1.4 2500+ 1.37
3 Stress Ball, Round, 1-Color Imprint  EA 250-499 2.58 500-999 2.34 1000-1499 2.13 1500-2499 1.93 2500+ 1.77
4 Wall Calendar, 12-Month, Full Color  EA 100-249 1.92 250-499 1.73 500-999 1.65 1000-2499 1.58 2500+ 1.5
5 Desk Calendar, Tent Style, Full Color  EA 100-249 2.89 250-499 2.61 500-749 2.39 750-999 2.16 1000-2499 1.97 2500-4999 $1.79; 5000+ $1.62
6 USB Flash Drive, 16GB, Printed Logo  EA 25-49 15.19 50-99 12.19 100-249 10.79 250-499 9.69 500-999 9.49 1000+ $9.29
7 Phone Stand, Foldable, Printed Logo  EA 150-249 4.99 250-499 4.34 500-999 3.77 1000-2499 3.28 2500+ 2.85
8 Mouse Pad, Full Color, 8"x9"  EA 200-499 5.35 500-999 4.65 1000-2499 4.04 2500-4999 3.51 5000+ 3.05
9 Notebook, 5"x7", 80 Pages, 1-Color Logo  EA 100-249 3.65 250-499 3.17 500-999 2.76 1000-2499 2.4 2500+ 2.09

10 Sticker Sheet, 8.5"x11", Full Color  EA 250-499 1.8 500-999 1.2 1000-1499 0.9 1500-1999 0.8 2000+ 0.75

Category 5: Award & Recognition Gifts (e.g., plaques, trophies, medals, crystal awards, framed certificates, lapel pins)

Category 6: Other Promotional Merchandise (Any item suitable for imprinting with a logo or branding) 

INSTRUCTIONS 

CATEGORY 1: APPAREL (e.g.,t-shirts, polo shirts, outerwear, hats, uniforms)

Category 2: Bags & Totes (e.g., tote bags, backpacks, duffels, drawstring bags)

Category 3: Drinkware (e.g., mugs, tumblers, bottles)  

Category 4: Writing Instruments (e.g., pens, pencils, highlighters, markers, stylus pens, mechanical pencils)





Additional Fees, Discounts, and Value-Added Services (Informational Only – Not Scored)

Instructions
Enter amounts or “No Charge ” as applicable. Use preset UOM/Criteria where provided, or enter your own if different. Leave rows blank if not applicable.

Unit of Measure
Vendor UOM 
(if different)

Amount ($) Notes / Conditions

Per color / per logo per color/per location $40.00+

Basic setup charge ranges from $40-$55, laser engraving, and 
other full color setups can incur higher fee, depending on 
decoration type

Per item / per imprint per item/per imprint varies
Run charge depends on decroation type, varies from $0.10-
$1.15+

Each proof / artwork file no charge No charge to privide a digital proof

Per order / % surcharge per order varies
Dependent on product and type of rush service required (next 
day air, rush production, etc)

Amount ($) Notes/Conditions

25.00$            First revision is free

Preset Criteria
Vendor Criteria 

(if different)
Discount % Notes/Conditions

Payment within 15 days  

Orders over $100,000 annually  

Recycled/eco-friendly items

Discount % Notes/Conditions

                                         

Discount Type / Description

Early Payment Discount

High Volume Discount

Eco-Friendly / Sustainability Promotion

Artwork Revision Fee

1. Additional Fees

2. Additional Discounts (Optional)

Other (Vendor-Defined)

per revision beginning with 2nd revision

Setup Fee (Screen/Embroidery/Imprint)

Run Charge (Additional Color/Location)
Artwork/Proof Fee

Rush Fee (Expedited Production/Shipping)

Discount Type / Description

Other (Vendor-Defined)

Discount Type / Description

Vendor Criteria 
(if different)

Vendor Criteria 
(if different)

           

Fee Type / Description



Vendor UOM 
(if different)

Cost 
(if any)

Digital Proofs Each proof no charge
Online Ordering Portal Per portal 3%

Pre-production Samples Each sample varies
Dedicated Account 

Manager
Per contract no charge

Vendor UOM 
Cost 

(if any)

per 15 min increments $25.00 

For Value-Added Services, if a service is provided at no cost, please indicate “No Charge” in the Cost column.

Service Offered

3. Value-Added Services (Optional)
Notes/Conditions

cost of item, plus shipping
3% additional fee

Used when production ready artwork needs to be created for customer, or 
graphic design services are needed

Art Services/Design Fee

Other (Vendor-Defined)

Discount Type / Description Notes/Conditions



Instructions

Completion Guidance:

Vendor Reponse
Describe the shipping method(s) and carrier(s) used to fulfill orders. UPS) or LTL provider via standard ground transportation and delivery is to front door or loading dock, not inside 

delivery - included in item price
Inside Delivery or Custom Delivery - product is received into FSIoffice central warehouse and delivered via 
company owned delivery fleet and delivered to specified location inside facility - additional fee applies
Rush/Expedited Delivery - product is dropshipped from manufacturer to customer using a faster shipping option 
like next day air or 2-day guarantee, etc - additional fee applies

Provide the standard delivery timeframe under normal conditions (business days).

Standard Delivery Timeframe is 10 days - this is for a standard 1 color/1 location imprint item delivered to North 
Carolina 

Are shipping costs all inclusive in the % discount price of the item or charged separately? 
(Select Response)

All Inclusive

If shipping costs are charged separately from item price, describe the shipping fee structure, including 
how manufacturer or decorator shipping costs are treated. 

Shipping cost markup is not permitted.

Standard Shipping (see definition above) is included in item price. 
Inside/Custom Delivery Option - shipping will be quoted per order and will be at actual carrier shipping rates from 
product supplier to vendor
Rush/Expedited Delivery - shipping will be quoted per order at actual carrier shipping rates
Special Handling - shipping of unusually large or fragile items that require special handling - additional fees could 
be assessed to cover the cost of the specific requirements of the item

Identify the handling fee structure(s) used, if applicable. (Select Response)
If Vendor allows more than one fee structure, provide an 

description in the Exceptions, Limitations, or Additional Notes field below

Describe when shipping or handling fees apply (i.e., what triggers additional fees).

Customer request for timeframe or delivery needs outside what is outlined as Standard Shipping would trigger an 
additional shipping or handling fee. 

Per Order

• Provide concise, plain-language responses.
• Exact shipping dollar amounts are not required.
• Shipping costs may not be marked up.
• Manufacturer or decorator shipping costs must be addressed as part of the Shipping Fee Structure.

This tab is provided to capture each Vendor’s shipping and handling practices. Responses will be used to establish baseline expectations for post-award contract management.

Shipping & Handling Plan (Informational Only – Not Scored)



Identify how shipping and handling fees are disclosed to ordering entities.

Shipping and Handling fees will be quoted prior to order placement.  Ordering entity must accept the various 
charges that would apply to an order and include them on their PO when order is placed.

Identify any exceptions, limitations, or additional notes related to shipping or handling. FSIoffice reserves the right to pass on fuel surcharges from partner suppliers.



Vendors should only select regions if they are not offering statewide coverage. Vendors selecting a region(s) must provide full catalog coverage and all services for every county within that region.
Click here to 

return to 
Cost 

Proposal 

Region List
Northeast 
Southeast

North Central
Sandhills

Piedmont-Triad
Southwest
Northwest
Western

Note: For purposes of this RFP, the areas shown as 'Districts' on the map shall be referred to as 'Regions.'
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Solicitation Addendum 
 

 
FAILURE TO RETURN THIS ADDENDUM SHALL SUBJECT YOUR RESPONSE TO REJECTION. 

 
1. The Solicitation is hereby modified as follows: 

The previously posted RFP has been replaced in its entirety, to incorporate all modifications herein and must be 
the executed response returned to the State, uploaded in the response Section of the Sourcing Event.  See Section 
3.1 of the Sourcing Event to access the updated RFP and return.  Return of the original RFP will deem your 
response non-responsive.  

Issuing Agency: Division of Purchase and Contract 

Solicitation Number: DPC-1677864747-MT-R 

Solicitation Description: Promotional Items 

Bid Opening Date & Time: April 13, 2026 @ 2:00 PM 

Addendum Number: 01 

Addendum Date: March 27, 2026 

Procurement Lead: Melinda Tomlinson 

Modification # Solicitation Section Updated Solicitation Language 
1. 

Published Catalog & 
Lists 

As a result of this Contract, Vendors shall provide its entire catalog of 

with what is offered on its punch-out catalog site.  The State reserves the 

full range of products within the proposed scope. 
 

1. Providing the most recent, active, and direct web link to a publicly 
accessible catalog displaying item-level pricing in ATTACHMENT A: 
COST PROPOSAL WORKBOOK in the designated field for each product 
category offered. A link providing login credentials may be provided, as 
long as such credentials are submitted with the proposal and allows the 
State to view and retain pricing data. The State will not request the 
necessary credentials from the vendor during evaluation; OR 

2. Providing the completed price list as a Microsoft Excel file (free of 
passwords and macros) or PDF as an attachment with the 
corresponding categories clearly labeled within the attachment(s).  

Altered or unpublished price lists/literature may subject your Proposal to 
rejection.  Vendors shall not provide a link to their homepage or general 
marketing pages that do 
information. Vendors are advised that literature, questionnaires, and other 
data submitted in response to a previous RFP or other inquiry will not 
suffice for the above requirement. Submitted materials shall reflect current, 
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2.  

Question RFP Section Vendor Question  
1.  Section 4.14 

Catalog & Lists 

This section states that vendors should provide 
their entire catalog of products & a price list by 
a weblink. However, the second paragraph 
states that vendors shall not provide a link to 
their website in lieu of the published price list.  
Our website is our published price list for our 
entire catalog. With hundreds of thousands of 
products available from approximately 3,000 
different suppliers, our website catalog price 
list is the only single price list source that can 
be updated by our suppliers in real time for 
pricing, inventory and availability.  In this 
situation, is a link to our site acceptable as it 
shows item descriptions, MSRP, pricing tiers, 
imprint information, etc. for every product we 
offer?   
 
If not, how do you propose we provide you 
with a price list on such a large number of 
products? Based on the number of products 
and vendors we use, plus the varying levels of 
customization available for each product, 
producing a single price list of our entire 
catalog in PDF or Excel format isn't feasible. 

See Modification Section, 
Modification #1. 

Modification # Solicitation Section Updated Solicitation Language 
active pricing as of the proposal due date and include item level pricing or a 
clearly defined pricing structure (e.g., tiered pricing). Failure to include such 

The Vendor shall, where applicable, provide the following information, at a 
minimum, on the proposed products:  

a. Detailed Item Description  

b. Manufacturer 

c.  

d. UOM 

e. Number of Items (pens, t-shirts, mugs, etc.) per UOM  

f. Minimum Order Quantity 

g. Customization/Branding Options 

h. Pricing Tiers 

2. Attachment A: Cost 
Proposal Workbook 

The previously posted Attachment A: Cost Proposal Workbook has been 
replaced in its entirety, to incorporate modifications. See Section 5.1 of the 
Sourcing Event to access the updated Att. and return.   
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Question RFP Section Vendor Question  
2. Att. A Cost Proposal 

Workbook 
Attachment A has a market basket of 60 items. 
Are those items considered to be 
representative of the offerings of the entire 
catalog, making the term "entire catalog" in 
this particular section refer to only the 60 
market basket items?  

No. The RFP specifies that the 
items listed in Attachment A are 
solely for cost evaluation and serve 
as a representative sample of 
frequently purchased promotional 
items. This market basket is not 
meant to replace or restrict the 
obligation of vendors to supply 
their full product catalog. 

3.  Section 4.14 

Catalog & Lists 

It is stated in bullet point 1 to provide a link to 
the catalog and price list for each category in 
Attachment A; however, there is a field on 
each product line for a link. Should each field 
have a link that corresponds with the line item, 
or should each field have the same link 
containing all 10 items in that category? 

Vendors can use the same link for 
all items within a category (e.g., 
the same link for all Apparel 
items), or they can enter different 
links for each item within a 
category if the price lists for that 
category are separated by brand, 
supplier, etc. 

4.  Solicitation 
Document 

If we can provide a VRAR, even though it is not 
required in this RFP, should we include that in 
the Additional Attachments section and will it 
have any impact on the proposal? 

No. VRARs are not required and 
should not be submitted with 
proposals. 

5.  Section 6.2 References multiple electronic catalog solution 

 
 

catalog solution within NC eProcurement? 

 is an 
alternative catalog format within 
NC eProcurement designed for 
custom-built or highly customized 
items that cannot be effectively 
displayed through standard line-
item or punchout catalogs. This 
option enables the State and E-
Procurement to create an 
instruction-based catalog entry 
that guides users on how to obtain 
quotes, provide customization 
details, and enter requisitions 
correctly within the scope of the 
contract.  

6.   Please confirm that ordering instructions can 
be used as a standalone solution in lieu of a 
line item or punchout catalog integration? 

Ordering Instructions should only 
be used when the Line-Item or 
Punch-Out Catalog requirements 
are unable to be met. Ordering 
Instructions serve as a 
supplementary resource and are 
not a substitute for catalog 
formats that can manage 
electronic item listings. If a vendor 
offers unlimited items at 
consistent list prices, a punchout 
catalog is preferred. If a vendor 
has up to 5,000 stable SKUs, then a 
line-item catalog is the better 
choice. Ordering Instructions 
should only be considered when 
neither of these options is 
practical. 
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Question RFP Section Vendor Question
7. Are there any examples of existing Statewide 

Term Contracts currently using ordering 
instructions for similar commodity types?

1. 193A-Drug Testing Products &
Services

2. Recycling Services
3. 7811A-Passenger Vehicle and

Box Truck Rental
4. 060C-Store Front Auto Parts
5. 958A-Small Package Delivery

Services
6. 7215B-Equipment

Maintenance Management
7. 961C-Translation &

Interpretation Services
8. 5610A-Furniture

1. For vendors proposing ordering instructions, 
are there any requirements to submit sample 
content, templates, or workflows as part of the 
RFP response, or will the structure and format 
of ordering instructions be developed post-
award in coordination with the NC
eProcurement team?

Vendors selecting 
may propose their 

workflows in their proposal 
response using Section 5.9.3,
including how Purchasing Entities 
will request quotes, submit 
customization details, and receive 
instructions for entering 
requisitions in NC eProcurement. 

-item, 
punch-out, or ordering instructions 
catalog option must align with the 
NC eProcurement System.

ALL OTHER TERMS AND CONDITIONS REMAIN THE SAME

Vendor Name:

Authorized Signature:

Name & Title:

Date:
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REQUEST FOR CLARIFICATION 

I. INSTRUCTIONS

1. Vendor should respond with a signed, completed version of this Request for Clarification via
Ariba Sourcing Message Board by 2:00 PM EST on Wednesday, May 20, 2026.

2. Review the table below and the items for which the State is seeking clarification.

3. Provide any additional information requested in the clarification column.

II. ITEMS REQUIRING CLARIFICATION

Clarification # Response 
Section/Item Clarification Vendor 

Explanation 

1 

Cost Proposal/ 
Shipping & 
Handling  

reserves the right to pass on fuel 
 

Please clarify the conditions under which 
fuel surcharges may be passed through to 
customers, including how such charges 
would be disclosed and applied. 

Note: Additional negotiations may be 
required. 

 
 

III.

Issuing Agency: Division of Purchase & Contract 

Solicitation Number: DPC-1677864747-MT-R 

Solicitation Description: Promotional Items 

Date: May 15, 2026 

Procurement Lead: Melinda Tomlinson 

Email: Melinda.tomlinson@doa.nc.gov 

Vendor Name: Forms and Supply, Inc. 

Authorized Signature: 

Name & Title:  

Date:  

FSIoffice will not independently
apply fuel surcharges. In the 
event a partner supplier includes
a separate fuel charge on an
order, that charge may be 
passed directly to the customer
without markup.

Any such surcharge would be
clearly disclosed as a separate
line item on the quote and/or
corresponding order/invoice 
documentation.

5/19/2026

Beth Freeman - Executive VP
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