
 

INVITATION FOR BID November 01, 2022 BID NO. 03A-23 
CADDO PARISH SCHOOL BOARD  
1961 MIDWAY AVENUE 
SHREVEPORT, LA 71108 

 Shavonda Scott  
PH: 318-603-6481 
sscott@caddoschools.org 

 

BID TITLE: ART MATERIALS AND SUPPLIES - CATALOG 
 

SEALED BIDS WILL BE ACCEPTED UNTIL:  10:30 A.M.CST ON TUESDAY, NOVEMBER 15, 2022 
 

IMPORTANT: The Instructions/Provisions (12/2015) to bidders are available for download and printing at the CPSB 
website: www.caddoschools.org (Click on Bids and RFP’s) or may be picked up from the CPSB Purchasing 
Department, 1961 Midway Street. If you choose to access from the CPSB website, the Instructions/Provisions will 
be incorporated by reference with the same force and effect as if set forth in full text. 

 
Dates Advertised: November 1st & November 8th, 2022 Shavonda Scott, Director of Purchasing 

 TO BE COMPLETED BY BIDDER:  

 
LEGAL NAME OF BIDDER: 

 
MAILING ADDRESS: 

 
CITY, STATE, ZIP CODE: 

 
TELEPHONE NO: ( 

 
) 

 
FAX NO: ( ) 

 
BIDDER CERTIFICATION AND IDENTIFICATION: I/We certify that this bid is made without prior understanding, agreement of connection with any corporation, firm, 
or person submitting a bid for the same materials, supplies or equipment, and is in all respects fair and without collusion or fraud. I/We further certify that none of the 
principals or majority owners of the firm or business submitting this bid are at the same time connected with or employed by the Caddo Parish School Board. 

 
ASSIGNMENT: The submission of a bid under the terms of these specifications constitutes agreement to the following antitrust provision: For good cause and as 
consideration for executing this purchase and/or contract, I/we hereby convey, sell, assign and transfer to the Caddo Parish School Board all rights, title and interest 
in and to all causes of action it may now or hereafter acquire under the antitrust laws of the United States and the State of Louisiana, relating to the particular goods or 
services purchased or acquired by the Caddo Parish School Board. 

 
We understand that other bid forms or supplementary statements (unless required by the specifications) dealing with the price quotation will be ignored. 
Current literature, catalogs, pictures and a complete identification of each item bid have been included and made a part of this bid. I/We understand this bid may be 
rejected for failure to fully describe the products bid herein. 

 
I/WE HAVE CHECKED THIS BID FOR MATHEMATICAL AND TYPOGRAPHICAL ERRORS. 

 
AUTHORIZED SIGNATURE: 

 
DATE SIGNED: 

 
NAME (PRINTED/TYPED): 

 
TITLE: 

 
EMAIL: 

 

BIDDER QUALIFICATION: The form of business organization under which this bid is submitted is as follows: 
 

A CORPORATION incorporated under the laws of the State of   
and (is) (is not) authorized to do business in the State of Louisiana. 

A PARTNERSHIP. Names of Partners:     

AN INDIVIDUAL trading and doing business under a name and style other than his own. The Owner’s 
Name is: 
BID BOND: Not required for this Solicitation. 
PERFORMANCE BOND: Not required for this Solicitation. 

 
ACKNOWLEDGEMENT OF ADDENDA RECEIVED: 
Addendum No. 1 Dated: Addendum No. 2 Dated: 
Addendum No. 3 Dated: Addendum No. 4 Dated: 

mailto:sscott@caddoschools.org
http://www.caddoschools.org/
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GENERAL INSTRUCTIONS TO BIDDERS 
1.0 PREPARING AND SUBMITTING OF BIDS 

 

1.1 INSTRUCTIONS. These instructions define the conditions of the bid solicitation and the specifications of the 
goods or services desired. 

 
1.2 BID PROPOSAL FORM. The bid MUST be submitted on the form furnished by the Caddo Parish School 

Board or submitted electronically at the designated electronic bid site. No other form or format is accepta- 
ble. 

 
1.2.1 The BID PROPOSAL FORM defines the requirements of the items to be purchased or the work to 

be done. The BID PROPOSAL FORM must be signed by the bidder in the space provided. The authority of 
the person signing the BID PROPOSAL FORM shall be in accordance with LRS 38:2212.0. 

 
1.2.2 ITEM SPECIFICATIONS. Specifying of a certain brand, make or manufacturer is to denote the quality, type 

and standard of the article desired. Articles offered must be new merchandise (unless specifically except- 
ed) and must be of equal or superior grade. 

 
1.3.0 TRADE NAMES AND MATERIALS 

 

1.3.1 Where materials or equipment are specified by a trade or brand name, it is not the intention of the CPSB to  
 discriminate against an equal product of another manufacturer. 
 

1.3.2 It is to be understood that the use of such brand name or trade name is to define a standard of   
quality, character, and performance as well as establish an equal basis for the evaluation of bids. 

 
1.3.3 Bids are not restricted to the specific brand, make, or manufacturer named. Equivalent products will be  

acceptable. 
 

1.3.4 It shall be the responsibility of the Director of Purchasing, or her designee, to determine what is considered  
an equivalent product. 

 
1.3.5 All materials or equipment shall be the best of their respective kinds and shall in all cases be fully equal to         

the stated product. 
 

1.3.6 BIDDER’S IDENTIFICATION OF PRODUCTS BID. On blank lines provided, the bidder must insert the 
manufacturer’s brand name and identifying numbers along with any other information necessary to identify 
sufficiently and completely the articles offered. Failure to do so may prevent consideration of the item bid. 
 

1.3.7 ALTERNATES. Bidders shall bid only one product per item. Bidders shall not bid a primary item bid and 
then also include a second, alternate product item bid. The ONE product that is closest to meeting the 
specifications is sufficient. 

 
1.3.8 REQUIRED LITERATURE. When the bid invitation is soliciting a bid for a product (as opposed to a ser- 

vice), each bidder is to enclose complete descriptive information to fully identify the product quoted. This 
may be in the form of a catalog, manufacturer’s brochure, specification sheet, cut sheet, schematic, or other 
brand or product information. Failure to do so may prevent consideration of the item bid. 

 
1.4 BID ENVELOPE. The bid shall be submitted in a sealed envelope with the name and number of the bid and 

date of opening plainly shown on the face of the envelope. If descriptive product literature is too large for 
the bid envelope, a separate envelope may be used by the bidder. The separate envelope shall be properly 
labeled and submitted with the bid. Failure to provide bid number and opening date on the outside of the 
envelope may result in rejection of the bid. 
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1.5 PRICES. The bidder shall quote only a net unit price for each item specified. The unit of purchase will be 
indicated on the BID PROPOSAL FORM. Where directed to do so on the BID PROPOSAL FORM, the bid- 
der shall extend the unit price times the quantity to obtain and show a TOTAL NET BID. Note: Some BID 
PROPOSAL FORMS are structured to require only a unit price and prohibit an extended total. In all cases 
the requirements and price configurations of the BID PROPOSAL FORM shall prevail. 

 
1.5.1 FREIGHT. All prices bid shall include FOB DESTINATION. Delivery shall be that the bidder delivers and 

unloads the purchased items to the dock of the designated point of receipt, which may include desktop- 
delivery. Title passes at the point of delivery with receipt and acceptance of all items in good order. Dam- 
aged freight claims are the responsibility of the successful bidder. Shipments must be received and accept- 
ed by a designated agent of the Caddo Parish School Board. All cartage, drayage, packing, handling, 
palletizing, etc., shall be included in the bid price. Separate allowances for freight, shipping or handling will 
not be permitted. 

 
1.5.2 DISCOUNTS. Discounts for prompt payment as may be offered on the bid or on the invoice will be accept- 

ed. These discounts will not be considered in evaluating bids for purposes of determining a low bidder un- 
less all other factors are equal. 

 
1.6 ASSIGNMENT. The submission of a bid under the terms of these specifications constitutes 

agreement to the following antitrust provision: For good cause and as consideration for executing this pur- 
chase and/or contract, I/We hereby convey, sell, assign and transfer to the State of Louisiana all rights, title 
and interest in and to all causes of action it may now or hereafter acquire under the antitrust laws of the 
United States and the State of Louisiana, relating to the particular goods or services purchased or acquired 
by the State of Louisiana pursuant to this purchase made by its agency, The Caddo Parish School Board. 

 
1.7 PLACE, DATE AND HOUR. All bids shall be submitted to the PURCHASING OFFICE, CADDO PARISH 

SCHOOL BOARD, 1961 MIDWAY AVENUE, SHREVEPORT, LA 71108 or submitted electronically at 
www.bidexpress.com. 

 

1.7.1 The first page of the bid invitation and the BID PROPOSAL FORM designate the name and number of the 
bid and the date and hour of the bid opening. Bids will be received until the stated date and time. Irrespec- 
tive of the reason, bids arriving after the stated date and time cannot and will not be accepted. 

 

1.7.2 All bids shall be either hand delivered by the bidder or his agent in which instance the deliverer shall be 
handed a written receipt. Bids may also be sent by registered mail or by certified mail with a return receipt 
requested, by regular mail or by electronic submission. 

 
1.7.3 IMPORTANT. The responsibility for timely presentation (delivery) of a bid rests solely with the bidder. A bid 

delayed beyond the stated time and date through the mail, Federal Express, UPS, or other cannot and will 
not be accepted under any circumstances. 

 
2.0 BID SAMPLES: If an item is submitted for consideration that the district staff is unfamiliar with, the bidder 

may be requested to send a sample(s) for evaluation purposes. 
 

2.1 CONDITIONS FOR REQUIREMENT. Bidders shall submit samples ONLY when directed to do so as 
follows: 

 
2.1.1 With the bid or delivered to the Caddo Parish School Board Purchasing Office, no later than the hour and 

date of the bid opening OR... 
 

2.1.2 By specific instructions found in the specifications or on the BID PROPOSAL FORM OR... 

http://www.bidexpress.com/
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2.1.3 By specific notification authorized by the Purchasing Office, made within three (3) days after bid opening 
date, with samples to be submitted as directed within three (3) days after notification. 

 
2.2 IDENTIFICATION. Each sample shall be identified with the bidder’s name, bid proposal number, bid item 

number, product trade name and identification (catalog number, model number, etc.) and/or as otherwise 
indicated on the BID PROPOSAL FORM. 

 
2.3 PAYMENT FOR SAMPLES. CPSB will not buy samples and will not assume any cost incidental thereto. 

 
2.4 RETURN OF SAMPLES. Samples not destroyed in testing may be claimed by unsuccessful bidders for 

fourteen (14) days after bid award date and by successful bidders for fourteen (14) days after final payment. 
CPSB will not assume responsibility for samples not claimed within the time specified and will not pay for 
samples damaged in testing. CPSB will assume that the bidder is donating samples not claimed within the 
allotted time period. 

 
3.0 CHANGE OR WITHDRAWAL OF BIDS 

 

3.1 WITHDRAWAL PRIOR TO BID OPENING. Should any bidder desire to change or withdraw a bid prior to 
the scheduled opening, the bidder may do so by making such request in writing to the Purchasing Office. 
This communication shall be received prior to the date and hour of the bid opening. 

 
3.2 CHANGE AFTER BID OPENING BUT PRIOR TO BID AWARD. After bids are opened, they may not be 

changed except to correct patently obvious mathematical errors or clerical mistakes. Verification of the cor- 
rect bid actually intended shall be submitted by the bidder to the Purchasing Office prior to the final award by 
CPSB. 

 
3.3 WITHDRAWAL AFTER BID OPENING BUT PRIOR TO BID AWARD.  In accordance with La R.S. 38: 

2214: (C) Bids containing patently obvious, unintentional and substantial mechanical, clerical, or 
mathematical errors, or errors of unintentional omission of a substantial quantity of work, labor, material, or 
services made directly in the compilation of the bid, may be withdrawn by the contractor if clear and 
convincing sworn, written evidence of such errors is furnished to the public entity within forty-eight hours of 
the bid opening excluding Saturdays, Sundays and legal holidays. Such errors must be clearly shown by 
objective evidence drawn from inspection of the original work papers, documents, or materials used in the 
preparation of the bid sought to be withdrawn. If the public entity determines that the error is a patently 
obvious mechanical, clerical, or mathematical error, or unintentional omission of a substantial quantity of 
work, labor material, or services, as opposed to a judgment error, and that the bid was submitted in good 
faith it shall accept the withdrawal and return the bid security to the contractor. 

 
(D) (1) A contractor who attempts to withdraw a bid under the provisions of the Section shall not be allowed 
to resubmit a bid on the project. If the bid withdrawn is the lowest bid, the next lowest bid may be accept- 
ed. If all bids are rejected no withdrawal of the bid which would result in the award of the contract on anoth- 
er bid of the same bidder, his partner, or to a corporation or business venture owned by or in which has an 
interest shall be permitted. No bidder who is permitted to withdraw a bid shall supply any material or labor 
to, or perform any subcontract work agreement for, any person to whom a contract or subcontract is award- 
ed in the performance of the contract for which the withdrawn bid was submitted. 

 
Stated more directly, the bidder must make a written request to withdraw the bid within 48 hours of the bid 
opening, exclusive of weekends and legal holidays, and the request must be accompanied by sworn written 
evidence of the error that forms the basis for the requested withdrawal. If the Purchasing Office agrees that the 
request is valid, the bid may be withdrawn.  It shall be understood that no bid can be withdrawn after Board 
approval without consideration of penalties.  See Section 5.1.
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4.0 REJECTION & AWARD OF BIDS 
 

4.1 The CPSB reserves the right to reject, in whole or in part, any and all bids and to waive any and all 
technicalities and informalities, and reissue an Invitation to Bid in accordance with the State law. 

 
4.2 In an effort to ensure that all items within this category are obtainable under contract, CPSB reserves the 

right to make MULTIPLE AWARDS for this bid. 
 

4.3 Bids shall be opened publicly, read aloud, recorded, and compiled in tabular form, a copy of which will be 
available for examination in the Purchasing Department. No determination of bid award will be made at the 
time of opening. After review by the Purchasing Department, the certified tabulation and recommendation for 
bid award will be available for examination prior to the official meeting for consideration by the Board. Rec- 
ommendation of award will be made to the CPSB based upon the lowest responsible and responsive bid- 
der(s) in conformance with the criteria designated in the Invitation to Bid. 

 
4.4 For the purpose of making this evaluation, administrative costs to the CPSB for issuing and administering 

each contract awarded under this invitation will be considered. Individual awards may be made for the items 
and combinations of items, which result in the lowest aggregate price to the CPSB, including such adminis- 
trative costs. Based on such administrative costs the CPSB may make multiple awards for this contract. 

 
4.5 In calculation of the lowest responsive bid, unit prices shall supersede extended prices for items bid in 

quantity. A random, minor discrepancy in extended prices will not render a bid unresponsive. The Purchas- 
ing Department shall read the bids as submitted, note any discrepancies, and request written clarification for 
minor errors that do not affect low bid determination. 

 
4.6 The CPSB may reject any bid for failure by the bidder to comply with any requirement stated in the bid 

documents. Non-responsive bidders will be noted on the bid tabulation as such, with reason(s) for this de- 
termination stated. 

 
4.7 The CPSB reserves the right to reject all bids (individual line item or group, as applicable) if the lowest bid is 

in excess of ten percent (10%) of the price offered to any government entity by any authorized distributor for 
similar quantities of the same product within 180 days prior to bid opening. 

 
4.8 Any bidder evidenced to be not responsible may be disqualified through a Disqualification Hearing to be 

noticed and held in accordance with La. R.S. 38:2212. J., and if declared “not responsible” by the CPSB the 
bid of the disqualified bidder shall be rejected. A bidder may be declared not responsible for such reasons in- 
cluding, but not limited to, failure to pay taxes, failure to obtain licenses or permits, poor performance on past 
contracts with CPSB or other government agency, or lack of evident capacity to fulfill contract. 

 
4.9 The CPSB reserves the right to contact bidders for the purpose of obtaining additional information and/or 

clarification that will assure full understanding of, and responsiveness to, solicitation requirements. Such in- 
formation shall be provided within three business days. This may include brochures, specification sheets, de- 
tail drawings, or samples. 

 
4.10 The CPSB reserves the right to eliminate any and all items from the bid list prior to issuing a bid award, a 

notice to proceed, or a purchase order, and if so, the bid price shall be adjusted accordingly. 
 

4.11 Awards become official at the time bids are accepted by the CPSB during their regular sessions. Contract 
has its inception in the award, eliminating a formal signing of a separate Contract Document. 

 
4.12 The purchase order and/or contract mailed or delivered to the successful bidder is the official 

authorization to deliver materials or perform the services described therein. The time allowed for 
delivery or performance begins with the date of bid acceptance and approval by the CPSB unless 
otherwise specified in the bid documents whether or not a purchase order or contract has been issued. 
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4.13 In the event of a tie bid, preference will be given in the following order: companies located in CADDO 
Parish, companies located in the State of Louisiana, companies whose Louisiana business workforce is 
comprised of a minimum of fifty percent Louisiana residents, and winner of a coin toss performed by CPSB. 

 
4.14 Payment discounts, while accepted, will not be used in the determination of low bid. 

 
4.15 PREFERENCES. In accordance with LRS 38:2252, “Preference is hereby given to materials, supplies and 

provisions, produced, manufactured or grown in Louisiana, quality being equal to articles offered by com- 
petitors outside of the state.” 

4.15.1 PREFERENCE BIDDERS, PLEASE NOTE: LRS 38:2251, Sections (A), (H) and (J) detail the conditions and 
requirements by which preference claims may be made for materials, supplies or equipment products 
manufactured, processed, produced, or assembled in Louisiana OR that the bidder’s LA workforce is com- 
prised of at least 50% Louisiana residents. To claim preference the bidder MUST fully comply with all re- 
quirements and conditions of the law. The bidder shall complete the following: 

 
 

LOUISIANA PREFERENCE CLAIM 
 

Do you claim this preference? YES NO  
 

Specify ITEM(s) number:   
 
 

Witness:   Signature:   
 

Witness:   Print Name:   
 
 
 

4.16 EVALUATION: When appropriate, departmental staff may be play an integral role in the evaluation of the 
submitted items. The durability, suitability and past usage history will be major factors in determining the 
award to the successful bidder. 

 
5.0 FAILURE TO PERFORM (For bid purchases where bid security and performance bond has not been 

required as a condition of the bid.) 
 

5.1 In the event a successful bidder, after the award by the Board, fails to perform (deliver) as required by the 
contract, the CPSB, at its option, shall declare the bidder in default, terminate the contract or award, and re- 
quire payment of liquidated damages on an awarded bid and where no bid security and performance 
security have been required, CPSB shall declare the bidder in default. CPSB then has the option of excusing 
the bidder if it determines good cause exists or it may require a penalty as liquidated damages. In the event 
a penalty is directed, it shall be the Board’s option to invoke either or both of the following: 

 
(1)   Payment to CPSB in the amount equal to five percent (5) of the unit price 

bid times the quantity or $100.00, whichever is larger, and/or... 
 

(2)   Forfeiture of the bidder’s right to transact business with CPSB for a period of one year 
following the date the penalty is invoked. 
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BID PROPOSAL FORM REQUIREMENTS 
6.0 DELIVERY, BILLING AND PAYMENT 

 

6.1 BID FORM: This proposal shall be executed and submitted in accordance with specifications. All articles 
and requirements contained in the Invitation for Bid (IFB) Instructions/Provisions to bidders (12/2015) 
and on the Bid Proposal Form shall remain and become a part of the contract for ART MATERIALS AND 
SUPPLIES– CATALOG. All appropriate blank spaces shall be filled in. BID MUST BE SUBMITTED 
ON THIS FORM AND MAILED USING ENVELOPE SUBMISSION FORMAT ATTACHED OR SUBMITTED 
ELECTRONICALLY USING THE APPROVED ELECTRONIC BIDDING SITE. WE WILL NOT ACCEPT 
A FAXED BID FOR THIS SOLICTATION! 

 
6.2 DELIVERY. Weekends and holidays excepted, deliveries shall be made FOB DESTINATION to the 

location specified on the purchase order from 8:00 am – 3:00 pm Monday through Friday (unless spe- 
cific arrangements have been made with the receiving location). The order shall be marked as directed on 
the purchase order. A delivery ticket, waybill, bill of lading, or copy of the invoice shall accompany each 
delivery. 

 
6.2.1 DELIVERY REQUIREMENT. After receipt of purchase orders, delivery shall be made within 10 business 

days. No back orders at any time. The successful bidder shall not have a minimum order for delivery, nor 
a delivery charge of any type passed on to CPSB. 

 
6.2.2 RECEIVING, INSPECTION AND TESTING. Delivered items that do not fulfill all requirements will be 

rejected and refused. Rejected merchandise shall be removed and promptly replaced by the successful 
bidder at no cost to CPSB. Delivered items shall be received by a designated agent of CPSB. 

 
6.3 INVOICES. Unless other arrangements are made with the Purchasing Office, invoices must be those of the 

successful bidder and must show the purchase order number, bid number, complete unit description, quan- 
tity, price and total. 

 
6.3.1 All invoices shall be submitted to the attention of the ACCOUNTS PAYABLE DEPARTMENT, CADDO 

PARISH SCHOOL BOARD, 1961 MIDWAY AVENUE, SHREVEPORT, LA 71108 OR electronically to 
ACCOUNTSPAYABLE@caddoschools.org. 
 

6.3.2 If applicable, federal tax exemption certificates will be signed by the Caddo Parish School Board. The 
federal tax exemption number is 72-6000-224. 

 
6.4 PAYMENT 

 

6.4.1 The CPSB is exempt from all state and local sales taxes. 
 

6.4.2 All prices submitted should include all taxes, which may be due and payable by the bidder, and the 
Bidder shall have no claim under any contract for the payment of any additional taxes. 

 
6.4.3 Payment will be made within thirty (30) days after receipt of an itemized invoice, which references an 

official CPSB purchase order. 
 

7.0 DETERMINATION OF BIDS 
 

7.1 Bidders are requested to bid on any or all items specified. In some instances, items having commonality may 
be grouped together for a single award. Failure to bid all items contained within a group will cause rejection 
of the item grouping. The BID PROPOSAL FORM will designate the method of award if different from an in- 
dividual item basis. 

mailto:ACCOUNTSPAYABLE@caddoschools.org
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7.2 The responsible bidder meeting specifications and having the lowest acceptable bid price (as determined by 
the BID PROPOSAL FORM) will be awarded the business covered therein. Each bidder is to be responsible 
for the accuracy of the bid, and CPSB will assume that the TOTAL NET BID for each item (or group of 
items) is a correct and legitimate quotation. 

 
8.0  COOPERATIVE AGREEMENTS: To the extent provided by law in LA R.S. 33, 38 & 39 et seq., the     

successful vendor may elect to make this contract available to other public agencies that participate in 
purchasing cooperatives or cooperative purchasing agreements with the Caddo Parish School Board. 

 
The vendor may be required to execute a separate contract with the purchasing cooperative or individual 
participating public agency. Payment of incentive fees by the vendor to purchasing cooperatives in 
exchange for contract promotion and participation is the exclusive obligation at the sole discretion of the 
vendor. The Caddo Parish School Board receives no direct compensation for vendor participation in 
purchasing cooperatives. 

 
The bidder/proposer agrees to indemnify and hold harmless the Caddo Parish School Board from any 
disputes arising from contract participation by other agencies participating in purchasing cooperatives or 
cooperative purchasing agreements. Disputes between a participating public agency and any 
bidder/proposer that may be awarded any agreement resulting from this solicitation are not the 
responsibility of the Caddo Parish School Board. The exercise of rights of any rights or remedies by the 
participating public agency or awarded bidder/proposer shall be the exclusive obligation of such party. 

 
The Caddo Parish School Board shall not be construed as a dealer, re-marketer, representative, partner, 
or agent of any bidder/proposer that may be awarded any agreement resulting from this solicitation. 

 
Participating public agencies shall be responsible for the ordering of products under any agreement 
resulting from this solicitation. Payment for products or services and inspections and acceptance of products 
or services ordered by a participating public agency shall be the exclusive obligation of such procuring 
party. 

 
The Caddo Parish School Board shall not be obligated, liable or responsible for any order made by any 
participating public agency or any employee thereof, nor for any payment required to be made with respect 
to such order. The Caddo Parish School Board makes no representation or guaranty with respect to any 
minimum purchases by the Caddo Parish School Board or any participating public agency or any employee 
thereof under any agreement resulting from this solicitation. 

 
Should the vendor elect to make this contract available to participating public agencies, additional delivery 
charges beyond the immediate Shreveport-Bossier City area may be negotiated with the using agency. All 
other terms and conditions remain in effect throughout the term of this contract. 

 
Pricing & all other terms & conditions of this bid are automatically extended to Bossier PSB, and DeSoto PSB 
unless otherwise noted by the vendor. 

 
9.0 PROHIBITIONS OF GRATUITIES 

 

9.1 It shall be unethical for any person to offer, or give, or agree to give any CPSB employee or former CPSB 
employee, or for any CPSB employee or former CPSB employee to solicit, demand, accept, or agree to ac- 
cept from another person, a gratuity or an offer of employment in connection with any decision, approval, 
disapproval, recommendation, or preparation of any part of a program requirement or purchase request, in- 
fluencing the content of any specification or procurement standard, rendering of advice, investigation, audit- 
ing, or in any other advisory capacity in any proceeding or application, request for ruling, determination, 
claim or controversy, or other particular matter pertaining to any program requirement or a contract or sub- 
contract or to any solicitation or proposal. 



BID NO. 03A-23 

9 

 

 

9.2 It shall be unethical for any payment, gratuity, or offer of employment to be made by or on behalf of a 
subcontractor under a contract to the prime contractor, or higher tier subcontractor under a contract to the 
prime contractor, or higher tier subcontractor or any person associated therewith, as an inducement for the 
award of a subcontractor order. 

 
10.0 ORDER OF PRECEDENCE 

 

10.1 Requirements stated in the specification section shall have precedence over other sections. 
 

10.2 In the event of inconsistency between any of the solicitation documents or any part thereof, the more 
stringent conditions shall govern. 

 
11.0 CONTRACT PRICING AND TERM 

 

11.1 Prices will be firm for the contract term(s) as specified in the solicitation document. 
 

11.2 The CPSB, at its sole discretion, may delete any item, which is deemed as obsolete from this contract 
during the contract period. 

 
11.3 The CPSB may, during the contract period and with written agreement from the vendor, add additional items 

to the contract as needed. The price of these items will be similarly priced as those awarded on the contract. 
 

12.0 TERMS & CONDITIONS: The contract shall continue from January 1, 2023 through December 31, 2023 
unless otherwise terminated or extended pursuant to the stated provisions. 

 
12.1 RENEWAL OF AGREEMENT. At the option of either party, the bid and contract may be renewed under the 

same terms and conditions for two additional one-year periods: January 1, 2024 through December 31, 
2024 and January 1, 2025 through December 31, 2025. Renewal requires mutual agreement in writing by 
both parties. All bidders shall guarantee their discounts for the duration of the initial term plus any extension 
of the agreement. 
 

13.0 RESERVATIONS BY BOARD 
 

13.1  Limited funds are budgeted for the purchase of these items. Should the bid price be more than anticipated, 
CPSB reserves the right to reduce quantities as appropriate to remain within the budgeted allocation for the 
purchase. 

    13.2  The Caddo Parish School Board may reject any bid for failure by the bidder to comply with any requirement    
stated herein or as appearing on the BID PROPOSAL FORM or in the general bid conditions or in any at- 
tachment thereto which becomes a part of the bid. 

 
14.0 TERMINATION OF AGREEMENT. CPSB may cancel this agreement upon failure of the successful bidder 

to satisfactorily comply with the terms hereof. 
 

1. The evaluation of the quality of service will be continuous. Particular emphasis will be given to the ca- 
pability and reliability of the successful bidder to provide quality products and to fill CPSB’s orders in a 
timely manner. 

 
2. In the event CPSB comes to believe the successful bidder is not providing acceptable products or is not 

performing in a manner required by these specifications, CPSB will place the successful bidder on no- 
tice to provide better quality products and/or to improve services or else forfeit the contract. 

 
3. Should the successful bidder not correct the stated problem areas and continue to be deficient in prod- 

uct quality or in service requirements, CPSB will notify the bidder in writing of its intent to cancel the 
agreement and discontinue its purchases. 
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4. The successful bidder shall be notified that product(s) found unacceptable for CPSB’s usage will be ex- 

cluded from any future bid invitation. 
 

15.0 ESTIMATED EXPEDITURE. CPSB anticipates spending approximately $100,000 per year during each  
 fiscal year for general art supplies, art furniture/equipment, paint/paint supplies, papers/boards/posters,  

 craft supplies, writing/drawing instrument and supplies, ceramic/clay/sculpting supplies, and instructional    
 materials. This estimation is provided to assist the bidder in determining their discount. Furthermore, this  
 estimation is for the total estimated value of the contract, which may be divided between multiple  
 awardees. Actual purchase quantities will vary either more or less from the estimates, and no claim is  
 made or implied to guarantee any specific purchase volume. It is the intent of CPSB to issue purchase  
 orders to the successful bidder on a periodic basis, as equipment and/or supplies are needed throughout  
 the course of the year. 

 
 
 
 

ALL PRICING SHOULD INCLUDE ANY AND ALL SHIPPING, HANDLING AND/OR FREIGHT CHARGES. 

NO ADDITIONAL FREIGHT CHARGES WILL BE ALLOWED UNDER ANY CIRCUMSTANCES AT THE 

TIME OF INVOICING 
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16.0 GENERAL SPECIFICATIONS – REQUIREMENTS FOR SUCCESSFUL 

BIDDER(S) SPECIFICATIONS 

Vendors submitting a bid must be in the Art supply & Equipment business, either wholesale or retail, and be 
able to submit a catalog with at least 10,000 items of Art supply and furniture type items likely to be purchased 
by the entire Caddo Parish School System. The successful bidder must be an authorized distributor for the 
products offered and may be required to show evidence either of inventory stocked or an uninterrupted source 
of supply. The major categories shall be general art supplies, art furniture/equipment, paint/paint supplies, 
papers/boards/posters, craft supplies, writing/drawing instruments and supplies, clay/sculpting supplies and 
instructional resources. 

 
 

GENERAL ART SUPPLIES – For the purpose of this bid, general art supplies are defined as any item in the 
catalog, which is not defined by any of the other categories. 

 
ART FURNITURE/EQUIPMENT - Art furniture/equipment over $1000 is defined as non-supply and non-
disposable items such as kilns, potter’s wheels, shelving, easels, art tables, carts, storage containers or any 
item used to hold, store, or create works of art. 

 
PAINT/PAINT SUPPLIES – For the purpose of this bid, paint/paint supplies shall be any type of paint, any 
instrument or apparatus used to apply paint, or any item used in the creation of paint materials or paintings. 

 
PAPERS/BOARDS/POSTERS – For the purpose of this bid, papers/boards/posters may be defined as any 
paper materials, whether individual sheet or book-form, used for the purpose of drawing, sketching, painting or 
applying materials to for the purpose of creating artistic works. 

 
CRAFT SUPPLIES - For the purpose of this bid, craft supplies are defined as yarn, string, foam, styrofoam, 
papier- mache products, prefabricated wood and plastic shapes, prefabricated items created for the purpose of 
decorating as a project, glitter, glitter-glue, traditional glue, fabrics, leather, leather-working tools, stems, poms, 
straws and fluffs or any item used for the creation of craft projects. 

 
WRITING/DRAWING INSTRUMENTS AND SUPPLIES – For the purpose of this bid writing/drawing 
instruments and supplies is defined as pens, pencils, crayons, pastels, inks, quills, markers, charcoal or any 
supply that may be used to in the creation of art (excluding paint) or to maintain art created by these items i.e. 
fixatives and finishes. 

 
CERAMIC/CLAY/SCUPLTING SUPPLIES- For the purpose of this bid ceramic/clay/sculpting supplies defined 
as glazes, texturizers, prefabricated pottery, sculpting tools, plaster, and bulk clay or any item used to assist in 
the creation of ceramic or sculpted works of art. 

 
INSTRUCTIONAL RESOURCES- For the purpose of this bid instructional resources is defined as materials 
used as educational or instructional supplements in the classroom such as books, videotapes, DVDs, 
educational games or art samples. 

 
A minimum fill rate of at least 95% is required by the successful bidder. 
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SERVICE. The successful bidder must assign at least one dedicated service person (must be an employee of 
awarded company) to the Caddo Parish School Board account. The successful bidder shall render sales assis- 
tance to the schools/departments as needed. Electronic copies of the catalogs shall be provided with each bid. 

 
IMPORTANT: A written explanation of how the bidder will service the account, i.e. how many people 
will be servicing the account, their location/address, their specific duties, and what percent of their time 
will be spent performing these duties for CPSB, should be submitted with the bid. 

 
Return Policy: Return of merchandise should be a “Trouble-Free-System” based on trust and providing the 
most efficient response to the Schools/Departments as possible. The Schools/Departments need to be able to 
return purchases for any reason, whether customer or vendor error. A reasonable return time is considered to 
be 30 days or less after confirmed delivery of the item. Any restrictions of returns must be attached to the bid. 
Acceptable restrictions would be: expendable materials must not have been used (except with hidden 
manufacturers defects or no fault spoilage) or original packaging must be used to return the item if required by 
the manufacturer and the user has been notified in advance of this policy. No restocking fees will be allowed 
under this contract. Manufacturer’s restocking fees may be accepted on special order items when the vendor 
has documented proof of such charges and that proof is submitted to CPSB. 

The successful bidder will become the primary source for art supplies and art furniture and equipment for the Caddo 
Parish School Board. CPSB anticipates spending approximately $100,000 per year during each fiscal year for 
general art supplies, art furniture/equipment, paint/paint supplies, papers/boards/posters, craft supplies, 
writing/drawing instruments and supplies, ceramic/clay/sculpting supplies, and instructional resources. 

 
Catalogs are required with the bid. Each bidder is to enclose an electronic copy of their catalog containing the 
specifications and current price of each item sold. Separate price sheets or lists of prices are not 
acceptable. 

 

The successful bidder shall furnish electronic copies of the current catalog on which this bid is based as 
requested. At least one (1) electronic copy of the current catalog MUST BE INCLUDED with the submitted bid. 

 
17.0 DEBARMENT CLAUSE: Before completing the Invitation For Bid Form, please read the 

following information: 
 

17.1 The prospective lower tier participant certifies, by submission of his bid, that    
neither it nor its principals are presently debarred, suspended, proposed for 
debarment, declared ineligible or voluntarily excluded from participation in this 
transaction by any Federal or State Department or agency. 

 
17.2 Where the Prospective participant is unable to certify any of the statements in  

this document, such prospective participant shall attach an explanation to this 
bid response. 

 
 

 



BID NO. 03A-23 

13 

 

 

CADDO PARISH SCHOOL BOARD 
SHREVEPORT, LA 

 
BID PROPOSAL FORM 

 
This proposal shall be executed and submitted in accordance with the specifications and all articles and 
requirements contained herein shall remain and become a part of this contract. Complete all appropriate blank 
spaces. THE BID MUST BE SUBMITTED ON THIS FORM. 

 
The categories have been divided into eight groupings and will be offered at a percentage discount off standard list 
prices. Any required questions or concerns for determining if an item should be in a specific category must be 
addressed 7 days prior to bid opening. An addendum will be published to all bid recipients with all questions 
provided. 

 
In accordance with the invitation to bid on the requested goods or services and after having examined the 
specifications and conditions of the bid solicitation, I/we hereby propose to furnish as specified at the discount 
percent- ages/prices shown below: 

 
DISCOUNT FROM 

STANDARD LIST PRICES 
 

Category 1: General Art Supplies  % 
 

Category 2: Art Furniture and Equipment  % 
 

Shipping rate:  % 
(Applied to Category 2 ONLY) 

 

Category 3: Paint/Paint Supplies  % 
 

Category 4: Papers/Boards/Posters  % 
 

Category 5: Craft Supplies  % 
 

Category 6: Writing/Drawing Instruments 
And Supplies  % 

 

Category 7: Ceramic/Clay/Sculpting Supply  % 
 

Shipping rate:  % 
(Applied to Category 7 ONLY) 

 

Category 8: Instructional Resources  % 
 
 

MINIMUM FILL RATE – ALL CATEGORIES:  % 
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Offered discount should include any considerations for shipping 
and handling as no separate charges are allowed at the time of invoicing. 

 
• All orders are to have guaranteed delivery within 10 business days after receipt of order. 
• Vendor to provide at least one (1) dedicated Customer Service Representative to service the districts 

needs and to serve as the point of contact for any Purchasing or Accounting issues. 
• The successful vendor shall provide an electronic copy of their catalog. Electronic copy shall be on a CD-

rom or Flashdrive. Preferred Flashdrive. 
• Vendor to provide no-fault return on all unused items. No separate restocking or return fees. 
• Vendor shall provide website access for district use that provides discounted pricing and product look-up. 

 
 

***** VERY IMPORTANT ***** 
 
 

In addition to service requirements, the award on this contract will be based upon the lowest total cost derived from 
applying the discounts to a like sample of frequently ordered products from each, having catalog list prices which will 
total approximately $2,000. The discount will then be adjusted using the weights listed below. The weighted totals 
will be added together to result in a net total, which will be used in awarding the bid. The weights of each of these 
categories is as follows: General Art Supplies – 30%; Art Furniture and Equipment – 10%; Paint/Paint Supplies – 
15%; Papers/Boards/Posters – 10%; Craft Supplies – 10%; Writing/Drawing Instruments and Supplies – 10%; 
Ceramic/Clay/Sculpting Supplies – 10%; Instructional Resources – 5%. 

 
 

Each responsive bidder will receive a list of items VIA EMAIL by the end of business on the bid opening 
day. The bidder will be responsible for pricing-out the market basket based on the submitted catalog and the 
previously recorded discounts. The market-basket price sheet must be returned on or before Tuesday, 
November 22th at 10:30 am CST. 
 
The market-basket price sheet may be emailed directly to smscott@caddoschools.org. 
 
Failure to complete the MARKET-BASKET worksheet or to return it in a timely manner may be reason for 
rejection. Provision of a valid email address to receive the market basket will be the sole responsibility of 
the vendor. CPSB assumes no responsibility in verifying that the market basket has been received. 

 
 

VENDOR EMAIL ADDRESS (to receive market basket):   

mailto:smscott@caddoschools.org
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In submitting this bid, I/We understand and agree THAT: 
 

1. Surcharges for delivery, shipping, or handling are not permitted. 
2. Any bid received with sliding price scales, variable discounts, minimum order amounts for prepaid 

freight or any other type or kind of bid qualification or modification will be ruled irregular and not con- 
sidered. There will be no exceptions to the single discount per category. 

3. This bid will be awarded to the vendor(s) who offers the best total value for items as described in the 
specifications. 
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FROM:   

 
 
 

BID NUMBER: 0 3 A - 2 3                                            
 

BID TITLE: A R T  M A T E R I A L S  A N D  S U P P L I E S  C A T A L O G   
 

OPENING DATE: T U E S D A Y ,  N O V E M B E R  1 5 ,  2 0 2 2            
 
 
 
 

SEND TO: 
 
 

CADDO PARISH SCHOOL BOARD 
Purchasing Department 
1961 Midway Avenue 
Shreveport, LA 71108 

 
 
 

Attn Bidders: Use this print format on the outside of your envelope when responding to any formal bids or RFP’s. 
We do not accept fax or electronic bid responses (except through Bid Express) for any formal bids or RFP’s. 
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