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Commodity Specifications:
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Vendor Name:

1

COLUMBIA BUSINESS FORMS LLC

1

96600

MMMP Patient Certification Forms - Master Agreement

Commodity Extended Description: MMMP Patient Certification Forms - Master Agreement. This contract will cover a
period of 1 year (5/6/2019 - 4/30/2020) with three options for renewals.  All pricing, specifications, terms and conditions are
attached and made a part of this Master Agreement.

Contract Amount Service Start Date Service End Date

UOM Unit Price

Delivery Days Free on Board

Catalog Name Discount

Quantity

%

Discount Start Date Discount End Date

0.00000 $0.00

30 FOB Dest, Freight Prepaid

$0.00

ColumbiaForms2019 0.0000

05/06/19 04/30/20
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STATE OF MAINE  
DEPARTMENT OF ADMINISTRATIVE AND FINANCIAL SERVICES 

BUREAU OF BUSINESS MANAGEMENT 
DIVISION OF PROCUREMENT SERVICES 

 
 

MA #18P 19041800000000000154  
 

MMMP Patient Certification Forms – Master Agreement 
 
 
 

SCOPE:  To establish an annual contract (Master Agreement) for the MMMP Patient Certification Forms. 
 

MASTER AGREEMENT TERM: 
 
Initial Term:  May 6, 2019 thru April 30, 2020 
 
Contract Renewal:  Following the initial term of the contract, the Division may opt to renew the contract for three 
(3) renewal periods of one year each, subject to continued availability of funding and satisfactory 
delivery/performance. 
 
The term of the anticipated contract, resulting from this RFQ, is defined as follows: 
 

Period Start Date End Date 
Initial Period of Performance May 6, 2019 April 30, 2020 
Renewal Period #1 May 1, 2020 April 30, 2021 
Renewal Period #2 May 1, 2021 April 30, 2022 
Renewal Period #3 May 1, 2022 April 30, 2023 

 
SPECIFICATIONS:  MMMP Patient Certification Forms. 
Medical Marijuana Patient Certificates with integrated card. 
Size: 8.5” x 11”. 
Forms are to be printed two sides, 2/1 PMS (PMS Burgundy and screened yellow/gold on the front and black on 
the back), on 28 lb. White Laser Bond. Sheet has 1 integrated card with 2 mil clear universal release.  (NOTE: 
Lamination is on one side, on the back). 
Forms are to be consecutively numbered in Black Ink, 6 digits, in two places (the upper right corner of the form 
and in the upper right corner of the card).  Starting number 000001. Guaranteed numbering required. 
Forms have screened State seals in the background (form and card). 
Forms are to have security features as follows: 

• Copy VOID pantograph over BOTH the front of the form and card 
• Micro Printed Words in the Borders of BOTH the form and card 
• Opaque White “Valid” on BOTH the form and card which shows at an angle and becomes visible when 

rubbed with coin. 
Cards have rounded corners. 
Copy supplied as previous version of a PDF and MS Word documents (see attached).  Text on the back of the 
form has been updated and included as an MS Word document.  Some design features (removal of one card, 
numbering) have changed on the front of the form (PDF file), and vendor will need make changes and provide 
proof.  Vendor is to work with Agency to establish acceptable security features for the form and integrated card. 
PROOF REQUIRED.  
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PACKAGING:  To be packaged 1500 forms per case in numerical order with the lowest numbers on top.  Vendor 
is to mark the outside of case with the number sequence contained within (example: 000001 – 001500, 001501 – 
003000, etc.) 
 
QUANTITY:  Agency will request delivery in case quantities as needed.  There are to be 1500 forms per case.  
Quantities will be in increments of 6,000 (4 cases), 9,000 (6 cases), 12,000 (8 cases), 15,000 (10 cases), 18,000 
(12 cases) and 21,000 (14 cases). The most commonly requested amount is 15,000 (10 cases).  Orders are 
placed approximately 4 times per year. The amount spent against this contract in previous years is approximately 
$6,000 per year. 
 
ORDERING PROCEDURE:  Delivery Orders (DO) will be created in AdvantageME (unless the State of Maine 
Procurement Card is used for payment).  Delivery Orders in the amount of $5000.00 or less will be e-mailed by 
the using agency to the Vendor as a PDF file.  Delivery Orders in amounts greater than $5000.00 will workflow to 
the Division of Purchases’ Buyers for approval and encumbrance, and then the Division of Purchases will e-mail 
the PDF order to the Vendor. 
 
PROOFS:  Vendor MUST provide proofs.   
 
PRICE:  Price is all inclusive.  Price includes all set-up, art charges, shipping, etc. 
 
DELIVERY:  Agency will request deliveries as need.  Shipping charges are to be included in the price of the 
forms.  Delivery will be to one location. 
 
INVOICING:   Vendor is to invoice agency directly for each shipment.  If agency orders using a DO (Delivery 
Order), vendor is to reference DO number on invoices.   
 
PROCUREMENT CARD:  State policy requires vendors to accept the State of Maine Procurement Card as a 
form of payment, with very rare exceptions.  Your company will be required to accept these cards.  The pricing 
offered to the State of Maine shall be the final cost to the State of Maine regardless of payment method.  No 
surcharge or other compensation will be allowed.  The State of Maine reserves the right to reject your bid if you 
are unwilling to accept this condition.   
 
ANNUAL REPORTING:  Vendor will be responsible for generating an “Annual Report” to be submitted to the 
Division of Procurement at the end of each contract period.  Reports may also be requested during the contract 
period.  Reports are to be emailed to Debbie.Jacques@maine.gov upon request. 
Each report is to include each order received during the contract period and must have the following information:  
Order Date, Item Ordered, Quantity Ordered and Dollar Amount. 

 

mailto:Debbie.Jacques@maine.gov
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TERMS AND CONDITIONS FOR RFQ AND CONTRACT 
 

PART I GENERAL INFORMATION ON RFQs 
 

A. Purpose and Background 
 
The State of Maine (“State”) Department of Administrative and Financial Services (“Department”), 
Bureau of Business Management (“Bureau”), Division of Procurement Services (“Division”) acts as 
the purchasing agent on behalf of all Executive Departments and other agencies within State 
Government.  For this competitive Request for Quotations (RFQ) process, the Division is acting on 
behalf of the Requesting Department listed on the cover page.  The Division and the Requesting 
Department seek quotations (also referred to as “bids” or “responses” herein) to provide the 
goods/services as defined above in Section 1 of this document.  This document provides instructions 
for submitting quotations, the procedure and criteria by which the Bidder(s) will be selected, and the 
contractual terms which will govern the relationship between the State and the awarded Bidder(s).  
Following Bidder selection and upon reaching a mutual agreement, the State and the selected Bidder 
will enter into a contract – taking the form of a State of Maine Master Agreement or Buyer Purchase 
Order (all generally referred to as “contract” herein), as applicable. 

 
B. General Provisions 
 

1. Issuance of this RFQ does not commit the Division or the Requesting Department to issue an 
award or to pay expenses incurred by a Bidder in the preparation of a response to this RFQ.  This 
includes attendance at personal interviews or other meetings and software or system 
demonstrations, where applicable. 

2. All responses to this RFQ should adhere to the instructions and format requirements outlined in 
this RFQ and all written supplements and amendments (such as the Division’s answers to the 
Bidders’ questions submitted through the VSS), as issued by the Division.  Responses are to 
follow the format and respond to all questions and instructions specified above in the 
“Submitting a Quotation” section of this RFQ. 

3. Bidders shall take careful note that in evaluating a quotation submitted in response to this RFQ, 
the Department may consider materials provided in the quotation, information obtained through 
interviews/presentations (if any), and internal information of previous contract history between 
the Division and the Bidder (if any).  The Division also reserves the right to consider other 
reliable references and publicly available information available in evaluating a Bidder’s 
experience and capabilities, if needed.  All responses to this RFQ shall be considered to be 
authorized to legally bind the Bidder, and if selected for award, shall contain or be considered to 
contain a statement that the quotation and the pricing contained therein will remain valid and 
binding for a period of at least 180 days from the date and time of the bid opening. 

4. The RFQ and the selected Bidder’s quotation, including all appendices or attachments, may be 
incorporated in the final contract. 

5. Following announcement of an award decision, all submissions in response to this RFQ will be 
considered public records available for public inspection pursuant to the State of Maine Freedom 
of Access Act (FOAA) (1 M.R.S. §§ 401 et seq.). 
http://www.mainelegislature.org/legis/statutes/1/title1sec401.html  

http://www.mainelegislature.org/legis/statutes/1/title1sec401.html
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6. The Division, at its sole discretion, reserves the right to recognize and waive minor informalities 
and irregularities found in quotations received in response to this RFQ. 

7. The Division reserves the right to authorize other State Departments to use the contract(s) 
resulting from this RFQ, if it is deemed to be beneficial for the State to do so. 

8. All applicable laws, whether or not herein contained, shall be included by this reference.  It shall 
be Bidder’s responsibility to determine the applicability and requirements of any such laws and 
to abide by them. 

 
C. Eligibility to Submit Bids 
 
Public agencies, private for-profit companies, and non-profit companies and institutions are invited to 
submit bids in response to State of Maine Requests for Quotations. 

 
D. Delivery Terms 
 
For the purchase of goods, the Division and selected Bidder will decide upon a delivery date in 
accordance with the State’s requirements and the terms offered in the Bidder’s quotation.  Unless 
stated otherwise in Section 1 of this RFQ, all deliveries are expected with shipping terms of “Free 
on Board (FOB) – Destination”.  The State intends for this to mean that all goods shall be priced in 
the bid response to include shipping charges, if any, to the State’s desired location.  The “FOB – 
Destination” shipping term is also intended to mean that the State shall not bear any responsibility for 
the goods in question until the State takes possession of them at the destination point of delivery. 

 
E. Alternate Bids and Approved Equals 

 
When, in bid forms and specifications, an article or material is identified by using a trade name and 
catalog number of a manufacturer or vendor, the term “or approved equal,” if not inserted with the 
identification, is implied. Any Bidder that seeks to propose an alternate item from what is specified in 
this RFQ should refer to State of Maine Statute 5 MRSA §1825-B, for “Bids, awards and contracts”, 
found here: http://www.mainelegislature.org/legis/statutes/5/title5sec1825-B.html 

 
F. Appeal of Contract Awards 

 
Any person aggrieved by the award decision that results from this RFQ may appeal the decision to the 
Director of the Bureau of General Services in the manner prescribed in 5 MRSA § 1825-E and 18-554 
Code of Maine Rules, Chapter 120 (found here: 
http://www.maine.gov/purchases/policies/120.shtml).  The appeal must be in writing and filed with the 
Director of the Bureau of General Services, 9 State House Station, Augusta, Maine, 04333-0009 
within 15 calendar days of receipt of notification of contract award. 
 
If this RFQ results in the creation of a pre-qualified or pre-approved list of vendors, then the appeal 
procedures mentioned above are available upon the original determination of that vendor list, but not 
during subsequent competitive procedures involving only the pre-qualified or pre-approved list 
participants. 

http://www.mainelegislature.org/legis/statutes/5/title5sec1825-B.html
http://www.maine.gov/purchases/policies/120.shtml
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PART II CONTRACT ADMINISTRATION AND CONDITIONS 
 

A. Contract Document 
 
The successful Bidder will be required to execute a contract in the form of a State of Maine Buyer 
Purchase Order, Contract Agreement to Purchase Services or State of Maine Master Agreement.   
 
The Standard Terms and Conditions used with the aforementioned contract types may be found on the 
Division of Procurement Services’ website at the following link: 
http://www.maine.gov/purchases/info/forms/BPO_General_Terms.doc 
  
In the event that the State of Maine’s Standard Terms and Conditions or RFQ provisions do not 
otherwise cover contractual scenarios that are specific to the goods or services being purchased under 
this RFQ, then the State is willing to consider a Bidder’s standard terms and conditions.  Consideration 
or use of a Bidder’s standard terms and conditions shall only occur under the general agreement that in 
the event of a conflict, the State of Maine’s Standard Terms and Conditions and RFQ provisions shall 
take precedence. 
 
Other forms and contract documents commonly used by the State can be found on the Division of 
Procurement Services’ website at the following link: 
http://www.maine.gov/purchases/info/forms.shtml 

 
B. Independent Capacity 

 
In providing services and performing under the contract, the successful Bidder shall act independently 
and not as an agent of the State of Maine. 

 
C. Payments and Other Provisions 

 
The State anticipates paying the selected Bidder for goods and services received, on the basis of net 30 
payment terms, upon the receipt of an accurate and acceptable invoice.  An invoice will be considered 
accurate and acceptable if it contains a reference to the State of Maine contract number, contains 
correct pricing information relative to the contract, and provides any required supporting documents, 
as applicable, and any other specific and agreed-upon requirements listed within the contract that 
results from this RFQ. 
 
The State of Maine reserves the right to pay for goods purchased through this solicitation by any of 
several available means, which include but may not be limited to check, EFT, and/or procurement 
card.  Bidders are advised that state statute precludes sellers from imposing a surcharge on credit or 
debit card purchases (text follows): 
 
“9-A MRSA §8-509 (1):  A seller in a sales transaction may not impose a surcharge on a cardholder 
who elects to use a credit card or debit card in lieu of payment by cash, check or similar means.” 

  
 

http://www.maine.gov/purchases/info/forms/BPO_General_Terms.doc
http://www.maine.gov/purchases/info/forms.shtml






VENDOR CUSTOMER CODE

SUPPLIER PART NUMBER SUPPLIER NAME MANUFACTURER NAME MANUFACTURE
R PART 
NUMBER

COMMODITY 
CODE

ITEM DESCRIPTION EXTENDED 
DESCRIPTION

UNIT OF 
MEASURE

LIST PRICE DELIVERY 
DAYS

VC0000216306 MMMP06000-4 COLUMBIA BUSINESS COLUMBIA BUSINESS F     MMMP06000 96600 MMP Patient Certification Forms - 6000 (4 cases) n/a LOT 1210 30
VC0000216306 MMMP09000-6 COLUMBIA BUSINESS COLUMBIA BUSINESS F     MMMP09000 96600 MMP Patient Certification Forms - 9000 (6 cases) n/a LOT 1415 30
VC0000216306 MMMP012000-8 COLUMBIA BUSINESS COLUMBIA BUSINESS F     MMMP01200 96600 MMP Patient Certification Forms - 12000 (8cases) n/a LOT 1565 30
VC0000216306 MMMP015000-10 COLUMBIA BUSINESS COLUMBIA BUSINESS F     MMMP01500 96600 MMP Patient Certification Forms - 15000 (10 cases) n/a LOT 1755 30
VC0000216306 MMMP018000-12 COLUMBIA BUSINESS COLUMBIA BUSINESS F     MMMP01800 96600 MMP Patient Certification Forms - 18000 (12 cases) n/a LOT 1930 30
VC0000216306 MMMP021000-14 COLUMBIA BUSINESS COLUMBIA BUSINESS F     MMMP02100 96600 MMP Patient Certification Forms - 21000 (14 cases) n/a LOT 2095 30
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