TUPELO PUBLIC SCHOOL DISTRICT

#BD1802 CLASSROOM & OFFICE SUPPLIES 




TERM BID FROM July 26, 2017 UNTIL APRIL 30, 2018
To All Interested Bidders:

The Purchasing Department will receive sealed bids for the Board of Trustees of the Tupelo Public School District for the purchase of miscellaneous classroom and office supplies until 

10:00 A.M. on FRIDAY, JULY 14, 2017, at the Tupelo School District Finance Office, 

445 N Church St. Tupelo, MS 38804.   Specifications are attached.  This is a TERM BID.  

We are not responsible for bids that do not reach us by the bid opening time.  Bids may be 

mailed to TUPELO PUBLIC SCHOOL DISTRICT, ATTN: PURCHASING, PO BOX 557, TUPELO, MS   38802-0557 or delivered to the Finance Office, 445 N Church St. Tupelo, MS  38804 with the following information on the sealed envelope:
     "SEALED BID #BD1802 CLASSROOM & OFFICE SUPPLIES"
                 
       DUE Friday, July 14, 2017    NAME OF COMPANY BIDDING

Prices and FOB destination shipping shall be effective for that time period.  We will begin sending purchase orders as soon as the bid is awarded.  ORDERS SHALL BE DELIVERED PARTIALLY OR COMPLETELY WITHIN TWO WEEKS A.R.O.  If a partial order is delivered initially, the remainder of that order SHALL be delivered within two more weeks.  Therefore A.R.O. delivery of each order shall be completed in no longer than 4 weeks.  Purchase orders will be a minimum amount of $20.00 each or will be sent in-groups by site with the group total exceeding $20.00.  Each purchase order shall be boxed complete and not mixed with other orders, and identified by PO#.  ABSOLUTELY NO SUBSTITUTIONS ALLOWED ON BRAND NAME ITEMS AND STOCK NUMBERS!  In the past we have had many problems with bid errors and delivery errors relating to brands. We refuse to waste time and money researching and handling brand substitutions contrary to bid.  Wrong brands will be donations!!!  BE SURE YOUR SHIPPING DEPARTMENT IS AWARE OF OUR BID REQUIREMENTS IN ALL AREAS.
VENDOR WARNING:  (1) Any items substituted for brands listed will be considered a donation to the school district with no return and no payment to be made to the vendor.  Failure to comply with brand requirements will cause bidder to be disqualified from future bids for these products.  (2) We are requesting that orders be shipped within two weeks of receiving order and any backorder filled completely within two more weeks, never exceeding 4 weeks total A.R.O.  By signing this bid you are stating that your company will comply with this timetable.  PLEASE, do not bid if your company cannot comply with these requirements.  If your company is crushed with orders – ours must be filled first to deliver ON TIME because of the agreement in the bid document to be signed by your company. Bidder shall not charge any shipping or handling fees on any items ordered or delivered.


We reserve the right to reject any or all bids submitted and to waive bid irregularities.

Firm Name:  _______________________________________________________________

Address: 
_____________________________________________________________   

City/State  
_________________________________
Zip _________________

BIDDER ASSURANCE STATEMENT

I have read and understand all bid requirements including time requirements for shipping and delivery.  

I understand that substitutions on brands of items when delivered will be considered a donation to the school district.  I have included samples on items that indicate samples are required for bid consideration.

Signature:  ___________________________Phone#________________ Fax#_______________

To contact us, please call the Purchasing Department, Tupelo Schools @ Telephone 662 841-8852.

Failure to examine any bid requirements, drawings, specifications, and/or instructions will be at the bidder's risk.  Negligence on the part of the bidder in preparing this bid confers no right for the withdrawal of the bid after it has been opened.  Failure to delivery partial orders within 2 weeks and complete orders within 4 weeks after receipt of PO will be grounds for refusing future bids.

RETURN THE FIRST TWO PAGES SIGNED & ALL PAGES WITH BIDS ON THEM.  KEEP A COPY. WARNING:

DO NOT INCLUDE A “MINIMUM ORDER” STATEMENT DIFFERENT FROM THE $20 ON YOUR BID DOCUMENT!! !
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Bid requirements are listed below:

Award “per line item”.

1.  This will be a term bid from July 26, 2017 until April 30, 2018, with orders packaged separately by P.O. # and delivered to 18+ different locations in our school district. Be sure to package orders separately by purchase order number even if shipping to the same location.

2.  Several purchase orders could be sent from each location.  Delivery shall be to each location as above within 4 weeks – TWO WEEKS ON INITIAL ORDERS AND TWO WEEKS ON BACK-ORDERED ITEMS, only IF NECESSARY.  Each purchase order shall be boxed separately and identified on the delivery/shipping label by PO#, name and address as given on purchase order.  Do not ship to the “bill to” location.  Be sure you show correct PO# and name on delivery ticket.

3.  Bids will be awarded on a "per item" basis as deemed in the best interest of the school district.  Some grouping may occur on “like” items to facilitate ordering, i.e., post it notes, white out.  Orders 

will be placed as needs are determined, therefore, we cannot give total quantities to be ordered.

4.  All shipping or handling charges shall be included in the bid price.  No additional charges will be paid on any bid order.  No minimum order amount shall be considered except as specified in this bid.   A “minimum order amount” statement on your bid will disqualify your bid.  We will not consider a bidder who cannot meet and agree with our bid requirements as specified.

5.  If a BRAND NAME of a product is specified, no other brand will be accepted for this item.  DO NOT bid alternate items where brands are specified.  If alternate products are delivered, the school district will not be responsible for payment for any substitute merchandise.  Substitution items will not be returned or paid for but will be considered a “donation” to the school site.
6. If the bid does not indicate a brand, please indicate the brand you are bidding and give a description of the item.  You must send samples as directed by the bid wording.  Failure to supply samples where required will disqualify your alternate item bid for that product. Samples must reach us by the bid opening time and date to be considered.  IDENTIFY SAMPLES BID #.

7. All invoices shall be charged to one account “Tupelo Public School District” with the “ship to” areas shown.   DO NOT “ship to” the “Bill to” address. Enter orders carefully.

8. All invoices are sent to the Tupelo School District, Accounts Payable, PO Box 557, Tupelo MS  38802.  Be sure all invoices are separated by purchase order number.  Be sure all invoices reflect the correct PO# and “ship to” site, with free shipping/handling charges.  School District account shall be maintained by bidder in accordance with MS State laws to include no charge card type account, all orders made with purchase orders only, no tax charges, and no late penalties until after 45 days & then only 1½ %, and any other adjustments to your accounting system necessary to comply with Mississippi Purchasing Codes for Public Schools.
9. BE SURE TO:    

1. GIVE YOUR STOCK OR ORDER NUMBER ON THE BID.  

2. BID AND DELIVER THE BRAND SPECIFIED WITHOUT EXCEPTION. 

3. DELIVER TO THE CORRECT LOCATION, THE “SHIP TO” ON THE PO.  

4. DELIVER IN 2 WEEKS-COMPLETE IN 4 WEEKS.

10. Be sure the department entering orders, filling orders or the packing/shipping area is aware of restrictions on delivery, timetable for deliveries, and no substitutions, and be sure invoices show correct charges matching the prices given to us on your bid. Be sure you indicate the fax # for sending POs and the correct payment address for bid payments.

Signature ______________ Company_______________ Date_______
