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CONTRACT #04411 – OFFICE SUPPLIES
ITEM ADDITIONS REQUEST

If your agency is requesting that an item be added to Contract #04411, we ask that you complete the following.  This information is used by DES in determining if the item should be added. Please keep in mind that we selected the top 3600 line items when developing the IFB document (which represented 76% of our overall spend on office supplies) and wish to maintain the integrity of the original solicitation as much as possible. Please email this form to the Contract Administrator listed on the Portal Page. Thank you.

Name:_____________________________                        Agency:______________________

Email:_____________________________                             Date:______________________  
	Product Description
	Stock *# or SKU
	Unit of Measure
	Estimated Annual Usage

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Customer: Please complete Items 1 - 4 to the best of your ability:

	
	
	YES
	NO
	COMMENT

	
	For Customer Use
	
	
	

	1
	Is item requested available on another stand-alone contract?
	
	
	

	2
	Is item indeed an “office supply”?
	
	
	

	3
	Is a comparable item already available on Contract #04411 that can be considered?
	
	
	

	4
	Does a safety reason justify addition?               (ie: rubber finger tips for CMS)
	
	
	

	
	For DES Use Only
	
	
	

	1
	Is estimated annual usage significant enough to add? (73 each per year was the average cut-off for the original market basket of 3600 items)
	
	
	

	2
	If proposed contract pricing has been provided by contractor, is it reasonable, and acceptable to customer? (compare to retail/prior contract price)
	
	
	

	3
	What is annual dollar impact to the contract if item added?
	
	
	

	4
	Item Added?
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