INSTRUCTIONS for BIDDING and TERMS & CONDITIONS

1.
All bids must show the full name of the firm bidding and must be on forms furnished by the Purchasing Section of the Strategic Purchasing Division, Finance and Administration Department, and must be written in ink or typed.  Pencil quotations will not be considered.  Bids should be filed in duplicate and at least one copy of the Bid Form must be manually signed in ink by an authorized officer of the company and title must be shown.  Obligations assumed by the signature must be fulfilled.  The bid number, title of the bid, and the bid due date must be shown on the front of the envelope(s) containing the Bid Form.

2.
TIME AND DATE:  Bids MUST be in the Office of City Secretary, City Hall Annex, Public Level, 900 Bagby, Houston, Texas 77002 at or before 10:30 A.M. on the day bids are due; an early postmark will not suffice.  Be sure you have allowed ample time for postal delivery.  CAUTION:  Bids mailed on the day before bids are due may not be received in time to be considered.

3.
WITHDRAWAL OF BID:  A bidder may withdraw its offer before the expiration of the time during which the offer may be submitted, without prejudice, by submitting a written request for its withdrawal to the City Secretary.

4.
The Official Bid Form should indicate the Unit Price for the specified item/service and the Total Price after multiplying the Estimated Quantity times the Unit Price.  In case of conflict between Unit Price and the Total Price once computed using the Estimated Quantity, the Unit Price shall control.  The Unit Price shall be inclusive of all costs, including insurance and transportation costs.  Cash discounts will not be considered in the award of bids.
5.
No change in price will be considered after bids have been opened.

6.
Provisions of the City’s Official Bid Form, Specifications, and General Terms & Conditions must not be altered. Any erasure or alteration of figures or terms may invalidate the bid on the item on which the erasure or alteration is made.  Submission or attachment of company “Quotation Forms” containing alternative terms and/or conditions is not acceptable and may result in your bid being determined as non-responsive.

7.
Bids will not be considered in cases in which bidder quotes an item price and also an alternate price on a proposed substitute item, except in cases in which alternate bids are called for.  If bidder wishes to submit more than one bid on the same item, separate Bid Forms for each bid, complete with its own original signature page, must be submitted.

8.
All bids are for delivery not later than the time stated in the specifications, F.O.B. the point of delivery stated in the Specifications and/or Bid Form.

9.
Bidders are invited to be present at the opening of bids.  After opening, bids may be inspected in the City Secretary's Office, City Hall Annex, Public Level, 900 Bagby, Houston, Texas 77002.
10.
If your firm chooses not to submit a bid, please complete the No Bid Sheet at the back of this bid document and forward it to the Buyer listed on the bottom of the form.

11.
Cost of Bid/Proposal Preparation: The City shall not reimburse the cost of developing, presenting or providing any response to this solicitation.  Offers submitted for consideration should be prepared simply and economically, providing adequate information in a straightforward and concise manner.

12.
Contact with anyone other than the City of Houston Strategic Purchasing Division Representative concerning this bid may result in immediate disqualification of your firm.
