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REQUEST FOR QUOTATION 11-RFQ-7696 

COPY PAPER 
Date Issued: December 29, 2011 

Submission Deadline: January 17, 2012 4:00:00 p.m. Winnipeg Time 

Issued By: Melanie Hutton 
The Manitoba Lotteries Corporation (MLC) 

Phone: (204) 957-2500 Ext: 5656 
Fax: (204) 784-9441 

 

You are invited to submit, ON THIS FORM, a quote for the price(s) at which you are prepared to 
supply or provide the goods, materials or services meeting the description and specifications 
noted below. Unless otherwise expressly stated by the supplier, quoted prices are deemed to 
include the costs of packaging, crates or any other shipping materials or containers, and freight or 
any other delivery costs, prepaid F.O.B. the Delivery Point.   

Submit your completed form to the MLC Procurement contact, at the above address or facsimile 
number, before the Submission Deadline. 

All inquiries regarding this Request for Quotation must be directed to the MLC Procurement 
contact at the above address or facsimile number, or by telephone. 

Note: that this is a request for quotation only.  It is not a tender process.  MLC gives no 
assurance that it will issue a purchase order to the supplier providing the lowest price quote or 
any price quote. 

MLC may, but is not required to, issue a purchase order for some or all of the goods, materials or 
services specified in this Request for Quotations.  If MLC issues a purchase order, the resulting 
contract will be comprised of the purchase order and MLC's Purchase Order - Terms and 
Conditions (October 18, 2007).  These terms and conditions can be viewed on MLC's Bid 
Opportunities Web Page @ www.mlc.mb.ca, or a copy may be obtained from the MLC 
Purchasing Agent.   

MLC thanks all suppliers for their interest; however, only those suppliers awarded a contract will 
be contacted.  
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Specifications/Special Instructions: Copy Paper Products 

The Manitoba Lotteries Corporation (MLC) is inviting quotations for the supply of Copy Paper, for 
MLC based on a five (5) year term and option for MLC to extend for an additional two (2) 1-year 
term(s).  The term of the resulting contract shall be effective upon the date of award and is 
estimated to be effective January 30, 2012. Submitted quotations shall provide MLC with all 
requested detailed features, costs, and delivery capabilities for the specified goods and/or 
services.   

Vendor shall provide “same day” delivery for rush orders.   

The vendor shall be required to assign one or more service representatives to supply information 
and act as contact person through the term of the agreement.  MLC will assign a counterpart.  It 
should be clearly understood that the bidder's service representative(s) would deal with the 
assigned MLC contact person(s).   Orders shall be placed by MLC Purchase Order. 

Each order shall be individually packaged and labeled with a packing slip with the MLC purchase 
order number clearly identified and visible. Packing slips shall accompany each shipment.  
Substitutions shall be accepted only if approved by MLC prior to shipment.  

Vendor shall provide a minimum warranty of six (6) months for all copy paper, and all defective 
paper requesting replacement shall be replaced within 96 hours.   

Vendor shall provide a clear and streamlined process as follows;  
• Returns and exchanges are not to be subject to a restocking charge if returned within two 

weeks 
• Short Shipments and Goods Damaged In Transit shall be addressed within 48 hours 
• Backorders shall be advised to MLC and approved prior to placement of the order  

Vendor should submit invoices to the MLC billing site in electronic format or to the address 
specified on the purchase order.  The invoice shall list all items delivered, item number, date 
ordered and the purchase order. 

Sustainability of Proposed Goods & Services  
 
Manitoba Lotteries is seeking to purchase Copy Paper Products from a company that engages in 
sustainable practices including offering goods and managing goods distribution in a manner that 
will help reduce the detrimental environmental, social, and economic impact along the entire 
product supply chain.   
 

MLC requires that environmentally preferable products be selected.  The paper products listed 
below must contain at least 30% PCW and be certified by one of the following three 
internationally recognized forest and manufacturing environmental certifications which is either 
Forest Stewardship Council (FSC), Sustainable Forestry Initiative (SFI) or Canadian Standard 
Associations (CSA) certified forest. Manitoba Lotteries also is concerned about the impacts 
associated with paper bleaching process and prefers Process Chlorine Free (PCF) paper. 
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COST: 
Bidder should indicate if there are any additional costs for “RUSH” delivery service.   

Bidder should detail any cost incentives (such as volume price breaks) available to MLC and 
provide details. 



 

 

Bidder confirms the invoices if necessary be revised or customized as per MLC. 
 
The bidder’s reply to the proposal should include, in detail, all costs and conditions, including 
costs related to services as well as interest on outstanding balances, as applicable. 

A change in the discount and/or price quote will be considered only in the case of substantial 
revisions to MLC requirements and the successful vendor(s) shall be required to substantiate any 
potential cost increases.  Any change in the discount and/or price quote shall be mutually agreed 
upon. 

Bidder shall specify the method by which industry price decreases or increases will be passed to 
MLC.  Bidder shall specify industry indicators to which price fluctuations are monitored within the 
paper product market. 
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Quantities are estimated on current usage only and are to be considered for pricing/evaluation 
purposes only.  These are not a guarantee of business.   
Vendor must provide the paper stock and the sustainable attributes requirements for each item as 
stated in this RFQ. Vendor must state if there is a minimum order requirement. 

 
COST CHART 

 
Quantity Type State Paper 

Stock and 
Sustainability  

Cost per 
case 

State 
number 
of reams 
per case 

100 cases PAPER COPY 11X17   
White                                       
2.5M /CA                                                                                            
20lb stock.  Stocking & ordering UOM 
will be by the case.  Specify the number 
of reams per case (eg.500 sheets per 
ream).  

   

3,500 
cases 

PAPER COPY 8.5X11                                   
White 
5M /CA                                                                   
20lb stock.  Stocking & ordering UOM 
will be by the case.  Specify the number 
of reams per case (500 sheets per 
ream). 
 
 

   

300 cases  PAPER COPY 8.5X14   
White  
5M /CA                                                                
20lb stock. Stocking & ordering UOM 
will be by the case.  Specify the number 
of reams per case (500 sheets per 
ream). 
 

   

Other 
(specify) 
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I certify that I have the authority to bind the Supplier, indicated below, to the specifications, 
requirements, rights, privileges, terms and conditions imposed in this RFQ and offered in the 
Supplier’s quotation.   
 

 

Name (Signature) 

  

Date: 

 

 

Name (Printed)  

Title  

Company Name  

Address  

 City, Province, 

 Postal Code                                           

 

Telephone Number  

Facsimile Number  

e-Mail Address  

 


