ANNOUNCEMENT

All Users,

Procurement Services is pleased to announce the award of the University’s office supplies contract to
W.B. Mason Office Supplies. The on-line website and next day desk-top delivery service will be
available starting Tuesday, July 1, 2008. Additional program details are provided herein.

Effective Monday, June 30, 2008, the University will no longer have a contract with Caddo Office
Solutions.

For departments that currently have standing purchase orders in place with Caddo Office
Solutions, it is important that the remaining authorization balance of each standing order be
used by Monday, June 23rd. This will allow you time to receive the goods and to receive and
approve the Caddo invoices before June 30, 2008. This deadline will allow you to expense the orders
against Fiscal Year 2008 funds. Please refer to the Fiscal year 2008 Year End Financial Closing
Schedule issued by Donald D. Cipullo, Vice President for Finance & Treasurer, on May 12, 2008 for
further guidance. As of July 1, 2008, new requisitions for office supplies with W.B. Mason for Fiscal
Year 2009 may be generated.

For Procurement Card Holders: P-card accounts with Caddo will be closed down effective June 30,
2008. As stated in the Fiscal Year 2008 Year End Financial Closing Schedule, all purchases on the
University’s P-Card that occur on or before June 30, 2008 and are reconciled as of July 6, 2008, will be
charged to Fiscal Year 2008.

Please contact Patricia Stolarz, Procurement Services, at 973-655-4365 if you have any questions
regarding this program.

Link: www.wbmason.com

GENERAL INFORMATION -- W.B. MASON ON-LINE ORDERING PROGRAM
e Individual User ID for on-line ordering

o Deeply discounted list of 350 preferred items available under a drop-down menu that will direct
you to the most cost effective office supply products

e On-line features for each individual user: Preferred items shopping list; Order history shopping
list; Individual favorites list; Approval stages.

e A running tabulation of merchandise ordering will be reflected as you process your on-line
order.


http://www.wbmason.com/

e Picture representations of products will be available on-line.

e Items may be restricted based on user ID login, dollar value or category.

o Orders that exceed standing order total authorization amount will be blocked.

o Next day delivery service for orders received prior to 6:00 P.M.

e Ifneeded, training on W.B. Mason’s on-line program will be available by teleconference.

o Designated Account Executive Stephan Savastano, can be reached by cell phone at 862-579-
9702, or his direct line 888-926-2766, extension 8327, or by Email
stephan.savastano@wbmason.com

e Designated Customer Service Representative Janice Vilchez can be contacted at
888-926-2766, extension 1531 or janice.vilchez@wbmason.com. A team of five CSR staff
members will back-up Janice.

e Returns will be accepted in its original packaging within 30 days of receipt of delivery.

e Return items will be picked up within twenty-four hours of request. Returns can be
coordinated by accessing the “Contact Us” tab on the W.B. Mason website, or by contacting
the University designated CSR, Janice Vilchez by phone, 888-926-2766, extension 1531, or
by Email, janice.vilchez@wbmason.com.

EXCLUDED ITEMS

The following items are excluded from the office supplies contract with
W.B. Mason:

Beverage and Food Items: Cocoa, Coffee Tea, Creamers, Water, Coffee
Supplies, Drinks, Cookies, Snacks, Nuts and Candy

Cameras

Carts

Cash Registers, Price Markers and Shopping Bags

Cleaners: Air Fresheners, General Purpose, Bathroom, Furniture, Glass,
Disinfectants,

Cleaning Accessories: Mops, Dusters, Brushes, Brooms, Buckets, Wringers

Coffee Brewing Systems

Custom Printed Items: Checks, Envelopes, Forms, Letterhead, Presentation
Folders, Signage, Pens, Books and Labels (this does not mean every day pens)

Disposable Paper, Plastic and Foam Products: Plates, Cups, Cutlery, Towels, Dispensers
Facial Tissue, Bathroom Tissue

Engraved Signage excluding desk name plates


mailto:janice.vilchez@wbmason.com
mailto:janice.vilchez@wbmason.com

Laminating Machines

Lecterns

Magazine and Literature Organizers

Mailroom Systems, Equipment and Postal Scales

Office Furniture: including but not limited to A/V Carts and Stands, Bookcases, Chairs,
Computer, Computer Printer/Fax Stands, Conference Tables, Drafting, File Cabinets, Folding
Tables, Machine Stands, Modular Systems, Panels, Reception Room, Stacking and Folding
Chairs, Storage Cabinets, Suites, Training Tables, Workstations

Restroom Supplies

Room Divider Systems

Safety Equipment, Supplies and Locks

Safety Glasses & Supplies

Soaps, Hand Cleansers and Sanitizers

Smoking, Waste and Recycling, Specialty Waste Receptacles

Steel Lockers and Book Trucks

Stools and Ladders

Trash Can Liners



10.

SIGN-UP PROCEDURES FOR W.B. MASON — STANDING PURCHASE ORDERS

If you wish to sign up under a standing order, a requisition must be entered on the FRS
system.

The requisition description will read “Office Supplies”. Include the name of the person
responsible for ordering, his or her Email address, department and campus address in FRS
screen 251.

To add funds to your FRS requisition, enter your departmental projected yearly expenditure
for office supplies funds as the quantity amount. Then enter one (1) as the unit price.

Once the requisition has been received by Procurement Services, it will be transferred to a
standing purchase order. The purchase order along with your contact information will be
submitted to W.B. Mason.

W.B. Mason will then send you instructions via Email on how to sign onto the W.B. Mason
web site to establish your password. This will allow you access to the on-line office supply
catalog and give you the ability to place orders. A W.B. Mason catalog will be sent to you
once your account is established. On-line training will also be available through the W.B.
Mason web site.

W.B. Mason’s on line site will feature for each individual user:
- Preferred items shopping list
- Order history shopping list
- Individual favorites list
- Approval stages

Remembethe preferred items shopping list will direct you to the office supply items where
the greatest savings can be achieved.

Once your order is placed through W.B. Mason’s web site you will receive an Email
acknowledgement that your order has been processed.

Next day delivery for orders received prior to 6:00 p.m.

When your order is delivered by a W.B. Mason’s uniformed driver, you will be asked to sign
for it. Please keep the packing list to verify delivery.

W.B. Mason will submit an invoice to you for each order, review the charged item(s) for
accuracy, verify the purchase order number, and then sign the invoice. The signed invoice
confirms that those items have been received and then submit it to Accounts Payable, 855
Valley Road, Suite 112, to allow for payment to W.B. Mason.

If you have any questions on this program, please contact Patricia Stolarz, Procurement
Administrator, at 973-655-4365. Thank you.



SIGN-UP PROCEDURES FOR W.B. MASON - P-CARD HOLDERS

1. Current P-card holders who wish to sign-up for W.B. Mason must forward your P-Card
information, Email address, department, campus address and telephone number to
Procurement Services. This information will be submitted to W.B. Mason’s sales
representative, Stephan Savastano, to set up your account.

2. W.B. Mason will then send an Email instructing you to sign onto their website to establish
your password, which will grant you access to their on-line office supply catalog and the
ability to place on-line orders. A W.B. Mason catalog will be sent to you upon opening the
on-line account.

3. W.B. Mason’s on line site will feature for each individual user: Preferred items shopping
list; Order history shopping list; Individual favorites list; Approval stages. The preferred
items shopping list will direct you to office supply items where greater savings can be
achieved.

4. When you are done placing your order and going through the check out process you will
be asked to input your P-card number (i.e., credit card number) and indicate your credit
card type. Instruct the W.B. Mason web site to remember your credit card information.

5. Once your order is placed through W.B. Mason’s web site you will receive an Email
acknowledgement that your order has been processed.

6. Next day delivery for orders received prior to 6:00 p.m.

7. When your order is delivered by a W.B. Mason’s uniformed driver, you will be asked to
sign for it. Please keep the packing list to verify delivery.

8. W.B. Mason will issue an invoice confirmation for your order. Do not send the invoice to
Accounts Payable. The invoice will state “Payment has already been charged to the credit
card number on file, please do not send payment”.

9. You will reconcile the charges for the order through the Works program used for the
P-card.

If you have any questions on this program, please contact Patricia Stolarz, Procurement
Administrator, at 973-655-4365. Thank you.



