
	[image: image1.jpg]| &
SPRINGFIELD

PUBLIC SCHOOLS




	Site Quote Request
(For Purchases Less Than $25,000)


Site/Department:      
	to:
	
	from:

	     
	
	     

	company:
	
	Phone:
	Fax:

	     
	
	     
	     

	fax number:
	
	no. of pages including cover:

	     
	
	     

	Phone number:
	
	RE:
	date:

	     
	
	Quotation
	     


notes/Comments:

	Helping Today’s Kids Fill Tomorrow’s Promise.




I need pricing (including delivery) & availability  on the following item(s). Prices will be bound by the attached Terms and Conditions. Please fax the information back to me as soon as you can. If there are any questions, please let me know. 
Thank you, 

     

TERMS AND CONDITIONS

1 TERMINOLOGY/DEFINITIONS

Whenever the following words and expressions appear in this document or any amendment thereto, the definition or meaning described below shall apply.

a) District means the School District of Springfield R-12.

b) Amendment means a written, official modification to a quote or to a contract.

c) Attachment applies to all forms that are included with a quote to incorporate any informational data or requirements related to the performance requirements and/or specifications.

d) Bidder means the person or organization that responds to a quote by submitting a quote with prices to provide the equipment, supplies, and/or services as required in the quote document.

e) Contract means a legal and binding agreement between two or more competent parties, for a consideration for the procurement of equipment, supplies, and/or services.

f) Contractor means a person or organization who is a successful bidder as a result of a quote and who enters into a contract.

g) Pricing Page(s) applies to the form(s) on which the bidder must state price(s) applicable for the equipment, supplies, and/or services requires in the quote. The pricing pages must be completed and submitted by the bidder with the quote prior to the specified quote-opening date and time.

2 PREPARATION OF QUOTES

a) Bidders must examine the entire quote carefully. Failure to do so shall be at bidder's risk.

b) Unless otherwise specifically stated in the quote, all specifications and requirements constitute minimum requirements. All Quotes must meet or exceed the stated specifications and requirements.

c) Unless otherwise specifically stated in the quote, any manufacturer's names, trade names, brand names, information and/or catalog numbers listed in a specification and/or requirements are for informational purposes only and are not intended to limit competition. The bidder may offer any brand, which meets or exceeds the specification for any item, but must state the manufacturer's name and model number for any such brands in the quote. In addition, the bidder shall explain, in detail, (1) the reasons why the proposed equivalent meets or exceeds the specifications and/or requirements and (2) why the proposed equivalent should not be considered an exception thereto. Quotes, which do not comply with the requirements and specifications, are subject to rejection without clarification.

d) Quotes lacking any indication of intent to offer an alternate brand or to take an exception shall be received and considered in complete compliance with the specifications and requirements as listed in the quote.

e) All equipment and supplies offered in a quote must be new, of current production, and available for marketing by the manufacturer unless the quote clearly specifies that used, reconditioned, or remanufactured equipment and supplies may be offered.

f) Prices shall include all packing, handling and shipping charges FOB destination, freight prepaid and allowed unless otherwise specified in the quote.

g) Prices offered shall remain valid for 90 days from quote opening unless otherwise indicated. If the quote is accepted, prices shall be firm for the specified contract period.

3 EVALUATION/AWARD

a) Any clerical error, apparent on its face, may be corrected by the District before contract award. Upon discovering an apparent clerical error, the District shall contact the bidder and request clarification of the intended quote. The correction shall be incorporated in the notice of award. 

b) Any pricing information submitted by a bidder shall be subject to evaluation if deemed by the District to be in the best interest of the District.

c) Unless otherwise stated in the quote, cash discounts for prompt payment of invoices shall not be considered in the evaluation of prices. However, such discounts are encouraged to motivate prompt payment.

d) Awards shall be made to the bidder whose quote (1) complies with all mandatory specifications and requirements of the quote and (2) is the lowest and best quote, considering price, responsibility of the bidder, and all other evaluation criteria specified in the quote and any subsequent negotiations.

e) In the event all bidders fail to meet the same mandatory requirement in a quote, the District reserves the right, at its sole discretion, to waive that requirement for all bidders and to proceed with the evaluation. In addition, the District reserves the right to waive any minor irregularity or technicality found in any individual quote.

f) The District reserves the right to reject any and all quotes. When all quotes are unacceptable and circumstances do not permit a re-quote, the District may negotiate for the required supplies and/or service.

g) When evaluating a quote, the District reserves the right to consider relevant information and fact, whether gained from a quote, from an bidder, from bidder's references, or from any other source.

h) Any award of a contract shall be made by notification from the Purchasing Department to the successful bidder. The Purchasing Department reserves the right to make awards by item, group of items, or an all or none basis. The grouping of items awarded shall be determined by the District based upon factors such as item similarity, location, administrative efficiency, or other considerations in the best interest of the District.

i) All quotes and associated documentation, which are submitted, will be considered open records following the award.

j) The District reserves the right to request clarification of any portion of the bidder's response in order to verify the intent of the bidder. The bidder is cautioned, however, that its response may be subject to acceptance or rejection without further clarification.

4 CONTRACT/PURCHASE ORDER

a) By submitting a quote, the bidder agrees to furnish any and all equipment, supplies and/or services specified in the QUOTE, at the prices quoted, pursuant to all requirements and specifications contained therein.

b) A binding contract shall consist of: (1) the quote, amendments thereto, and/or Best and Final Offer (BAFO) request(s) with quote changes/additions, (2) the contractor's quote including the contractor's BAFO, (3) clarification of quote, if any, and (4) Purchasing Department acceptance of the quote by "purchase order."

c) A notice of award does not constitute an authorization for shipment of equipment or supplies or a directive to proceed with services. Before providing equipment, supplies and/or services, the contractor must receive a properly authorized purchase order.

5 INVOICING AND PAYMENT

a) The District does not pay state or federal taxes unless otherwise required under law or regulation.

b) Each invoice submitted must reference the purchase order number and must be itemized in accordance with items listed on the purchase order. Failure to comply with this requirement may delay processing of invoices for payment.

c) The contractor shall not transfer any interest in the contract, whether by assignment or otherwise, without the prior written consent of the District.

d) Payment for all equipment, supplies, and/or services required herein shall be made at a minimum 30 day terms. The District shall not make any advance deposits.

e) The District assumes no obligation for equipment, supplies, and/or services shipped or provided in excess of the quantity ordered. Any unauthorized quantity is subject to the Districts rejection and shall be returned at the contractor's expense.

6 DELIVERY

a) Time is of the essence. Deliveries of equipment, supplies, and/or services must be made no later than the time stated in the contract or within a reasonable period of time, if a specific time is not stated.

7 INSPECTION AND ACCEPTANCE

a) No equipment, supplies, and/or services received by the District pursuant to a contract shall be deemed accepted until the District has had reasonable opportunity to inspect said equipment, supplies, and/or services.

b) All equipment, supplies, and/or services which do not comply with the specifications and/or requirements or which are otherwise unacceptable or defective may be rejected. In addition, all equipment, supplies, and/or services which are discovered to be defective or which do not conform to any warranty of the contractor upon inspection (or at any later time if the defects contained were not reasonably ascertainable upon the initial inspection) may be rejected.

c) The District reserves the right to return any such rejected shipment at the contractor's expense for full credit or replacement and to specify a reasonable date by which replacements must be received.

d) The District’s right to reject any unacceptable equipment, supplies, and/or services shall not exclude any other legal, equitable or contractual remedies the District may have.

8 WARRANTY

a) The contractor expressly warrants that all equipment, supplies, and/or services provided shall: (1) conform to each and every specification, drawing, sample or other description which was furnished to or adopted by the Purchasing Department, (2) be fit and sufficient for the purpose expressed in the quote, (3) be merchantable, (4) be of good materials and workmanship, and (5) be free from defect.

b) Such warranty shall survive delivery and shall not be deemed waived either by reason of the District’s acceptance of or payment for said equipment, supplies, and/or services.

9 CANCELLATION OF CONTRACT

a) In the event of material breach of the contractual obligations by the contractor, the District may cancel the contract. At its sole discretion, the District may give the contractor an opportunity to cure the breach or to explain how the breach will be cured. The actual cure must be completed within no more than 10 working days from notification, or at a minimum the contractor must provide the District within 10 working days from notification a written plan detailing how the contractor intends to cure the breach.
b) If the contractor fails to cure the breach or if circumstances demand immediate action, the Purchasing Department will issue a notice of cancellation terminating the contract immediately.

c) If the Purchasing Department cancels the contract for breach, the Purchasing Department reserves the right to obtain the equipment, supplies, and/or services to be provided pursuant to the contract from other sources and upon such terms and in such manner as the Purchasing Department deems appropriate and charge the contractor for any additional costs incurred thereby.

d) The contractor understands and agrees that funds required to fund the contract must be appropriated by the Board of Education for each fiscal year included within the contract period. The contract shall not be binding upon the District for any period in which funds have not been appropriated, and the District shall not be liable for any costs associated with termination caused by lack of appropriations.

10 COMMUNICATIONS AND NOTICES

a) Any notice to the contractor shall be deemed sufficient when deposited in the United States mail postage prepaid, transmitted by facsimile, transmitted by e-mail or hand-carried and presented to an authorized employee of the contractor.

11 BANKRUPTCY OR INSOLVENCY

a) Upon filing for any bankruptcy or insolvency proceeding by or against the contractor, whether voluntary or involuntary, or upon the appointment of a receiver, trustee, or assignee for the benefit of creditors, the contractor must notify the Purchasing Department immediately.

b) Upon learning of any such actions, the Purchasing Department reserves the right, at its sole discretion, to either cancel the contract or affirm the contract and hold the contractor responsible for damages.

12 CONFLICT OF INTEREST

a) By submitting a quote, the contractor acknowledges that no employee of the District is or will become interested, directly or indirectly as a contracting party or otherwise in the supplies, work or business to which it relates or in any portion of the profits thereof, or in any such supplies to be therein or any of the monies to be derived therefrom.

SPECIFICATIONS & PRICING

1. Pricing:

	DESCRIPTION
	QUANTITY
	UNIT OF MEASURE
	UNIT PRICE
	EXTENDED PRICE

	
	
	
	
	

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$

	     
	     
	 FORMDROPDOWN 

	$
	$


Total Cost $___________

-End of Document-
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