
 

OFFICE SUPPLIES - KETCHIKAN 

NON-MANDATORY FOR STATE AGENCIES 

AVAILABLE TO POLITICAL SUBDIVISIONS 

 
 

Term:    July 1, 2015 through June 30, 2016 
Renewals Remaining:  None remaining 
 
The Division of General Services has established a contract for the purchase of various office supplies, paper 
stock, toner, media materials, office machines, miscellaneous office products, and remaining Full Line Catalog 
items on an as-needed basis to the Ketchikan area, which is defined as any area on the road system within the 
Ketchikan Gateway Borough. 
 
Contract Number 1647  Contact: Marvin Davis 
Tongass Business Center  (907) 225-9015 Phone 
618 Dock Street    (800) 478-9015 Toll Free 
Ketchikan, AK  99901   (907) 225-9014  Fax 

 
 

ORDER PLACEMENT: Agencies must have the option to place orders with the vendor via fax or phone via a toll 
free number. In addition and if available by the contractor, ordering on-line may be provided as an option for 
placing orders. 
 
BACK ORDERS: Agencies must be notified if an item is not available at the time the order is placed and 
presented with an option of a replacement item or the backordered item when it becomes available.  Any 
replacement items are to be of equal or better quality.  Estimated delivery dates must be provided for all 
backordered items.  If a back-ordered item is not available on the estimated delivery date, the buyer placing the 
order must be notified prior to the estimated delivery date and given the option of a replacement item or the back-
ordered item when it becomes available. If the buyer is not satisfied with the quality of the replacement product, 
the buyer has the right to return the product. The buyer will not incur any cost for return of the product, including 
but not limited to shipping and handling. 
 
DELIVERY: All deliveries of in-stock items will be made within two business days of order placement, to be 
calculated beginning with the day following order placement. All deliveries shall be F.O.B. destination with all 
transportation and handling charges paid by the contractor. All emergency or rush deliveries that require special 
shipping and handling should be at the ordering entities expense, with prior approval from the ordering entity. 
Emergency or rush shipping charges shall be added to an invoice as a separate line item. In the event emergency 
or rush delivery is required as the result of a contractor’s error; all shipping costs shall be paid by the contractor. 

 
PRICING: Pricing is based on percentage discounts off the SP Richards General Line annual catalog. The 
percentage discounts are listed on the next page.  
 
SALE ITEMS: All contract items which are advertised at a reduced price may be purchased at the advertised sale 
price or the contract price, whichever is lower. Orders placed under sale pricing shall be subject to all terms and 
conditions of the contract. 
 
PRICE ADJUSTMENTS: The percentage discounts listed on the next page shall remain firm throughout the 
duration of the contract. Contract pricing itself may be adjusted every calendar quarter (January 1, April 1, July 1 
and October 1) to reflect the current Manufacturers Suggested List Price (MSLP).  
 
For more information, contact:    
 
Jason Grove, CPPB 
Contracting Officer 
(907) 465-5678 
jason.grove@alaska.gov  

mailto:jason.grove@alaska.gov


Group Category Description Discount off MSRP

1 Adhesives, Glues, Gluesticks, Adhesive Removers 30%

2
Appointment Books, Phone Message Books, Statement Books, Fax Message Books, While 

You Were Out Books, Forms, Dictionaries, Thesaurus, Diaries, Tickets, Reference Sets, 

Etc

35%

3 Archive Boxes, Cardboard Boxes, Storage Containers 40%

4 Award Frames, Displays, Plaques, Certificates 30%

5 Badges, Badge Holders, Lanyards 25%

6 Batteries, Chargers, UPS Power Supply 25%

7
Binder Clips, Paper Clips, Panel Clips, Pushpins, Thumbtacks, Safety Pins, Rubberbands, 

Scissors, Shears, Cutters, Trimmers, Hole Punches
30%

8 Binders, Combs, Rings, Splines 35%

9 Book Cases, Book Ends, Book Shelves 45%

10 Bulletin Boards, Cork Boards, Easels, Easel Pads, Poster Boards 30%

11
Calculators, Calculator Ink, Calculator Spools, Adding Machine Tape, Cash Register Tape

30%

12 Calendars, Deskpads, Refills, Planners 30%

13 Carts, Handtrucks 35%

14

CD's, DVD's, Cassette Tapes, Tape Cartridges, CD and DVD Cases, CD and DVD 

Storage, VHS Tapes, Computer Disks and Diskettes, CD Mailers, Digital Voice Recorders, 

Ribbons, Typewriters, Computer Bags and Cases, Cameras, Camera Film, Photo Paper, 

Camera Bags, Camera Cases

20%

15 Chairmats 35%

16 Clocks, Hooks, Lamps 35%

17
Copier Paper, Notebooks, Notepads, Pads of Paper, Post it Notes, Art Paper, Construction 

Paper, Crepe Paper
42%

18 Correction Fluid, Correction Tape, Correction Pens 40%

19 Cups, Spoons, Forks, Plates, Bowls 40%

20
Dusters, Computer Dust-off, All Wipes, Lysol, Clorox, Hand Soaps, Windex, Air Freshener, 

Dust Pans 
35%

21 Erasers, Dry Erase Erasers, Chalk, Crayons 35%

22 Fans, Heaters 35%

23 First Aid, Hand Lotions, Hand Sanitizers, Pain Relief, Gloves, Safety Supplies 30%

24 Headsets, Headset Accessories, Headphones 20%

25 Ink Pads, Refills, Stamps 35%

26 Knives, Cutters, Blades, Scrapers 35%

27 Labels, Label Makers, Label Holders 35%

28
Mailing Tubes, Mailing Tubs, Packaging, Envelopes, Fingertips, Letter Openers, Moistener

45%

29 Markers, Highlighters 40%

30 Mouse, Keyboards, Wristrests, Keyboard Pads, Mousepads, Keyboard Trays 35%

31
Office Organizers, Inboxes, Copyholders, Pen and Pencil Holders, Wastebaskets, 

Drawers, Desktop Shelves, Garbage Can Liners, Shredders, Shredder bags, Surge 

Protectors, Extension Cords

35%

32 Pencils, Pencil Erasers, Lead Refills, Pencil Sharpeners, Pens, Pen Refills 35%

33 Protractors, Rulers, Yardsticks, Compasses, Engineer Triangles 35%

34 Remanufactured Toners (non HP Brands) 45%

35

Report Covers, Files, File Folders, Pocket Files, Portfolios, Jackets, Inserts, Folder 

Frames, Dividers, Wallet Files, File Guides, Index Cards, Business Cards, Card Holders, 

File Indexes, Tabs, Ledgers, Tab Reinforcement, Tags, Sheet Protectors, Letters, 

Numbers, Fasteners, Fastener Bases, Clipboards, Flag Tape

35%

36 Signs, Sign Holder, Flyer Holders, Racks, Literature Displays, Name Plates 30%

37 Staplers, Staples, Staple Removers 35%

38 Storage Cabinets, Filing Cabinets, File Storage Systems, Rails 45%

39 Tape, Tape Dispensers, Embossing Tape, Velcro Products 35%

40 Tissue, Paper Towels, Napkins 40%

41 Toners, Cartridges, Fusers, Kits, Drums (All non-HP Brands) for printers only 20%

42
Transparency Film, Transparency Paper, Laminators, Laminating Supplies, Laminating 

Pouches
30%

43 USB Drives, Flash Memory, Zip Disks 20%

44 Un-Categorized Spend 35%
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