SEACOAST EDUCATIONAL SERVICES
2011-2012 COOPERATIVE PURCHASING PROGRAM

INSTRUCTIONS TO BIDDERS

PLEASE READ CAREFULLY AS THESE INSTRUCTIONS DESCRIBE, NOT ONLY THE BID PROCESS, BUT THE REQUIREMENTS OF THE PROGRAM.  VENDORS SUBMITTING BIDS ARE EXPECTED TO KNOW, UNDERSTAND, AND AGREE TO THESE REQUIREMENTS.

1.
GENERAL:  Official Bid information sheets are available on and can be downloaded from the SES website:  www.seacoasted.org.  Bids should be returned with the Bidder Entry Form.  Bids may be returned as a printed hard copy, but the preferred method is a digital Excel (.xls) file (on standard media) along with a hardcopy printout of the file.


a)
All bid sheets, catalogs, and sample items must be returned to Seacoast Educational Services, 1 Wakefield Center, Suite 308, Rochester, NH 03867 by 12:00 pm on or before February 7, 2011.   The envelope containing the bid(s) must be sealed, addressed to Seacoast Educational Services, and marked plainly on the envelope:   Seacoast Educational Services Cooperative Purchasing Program Bid.  Bid openings will be held at the Seacoast Educational Services office, 1 Wakefield Center, Suite 308, Rochester, New Hampshire on February 7, 2011 at 1:00 pm.

b)
Seacoast Educational Services may reject any bid not prepared and submitted in accordance with the provisions hereof.


c)
Seacoast Educational Services reserves the right to accept any bid by item or as a whole or, in its discretion, reject any and/or all bids.


d)
These instructions are to be considered an integral part of all proposals.  There will be no exceptions to the specifications outlined.  Failure to comply may result in the elimination of a vendor from competition by Seacoast Educational Services. 


e)
For reference and identification purposes, all quotes must include a quotation number.


f)
Any special information (e.g. terms, conditions) that the vendor believes Seacoast Educational Services should know about, should be put in the form of a letter and submitted with the bid(s).


g)
Vendors may request a tabulation of bids for the 2011/2012 program after March 1, 2011.  Vendors must pay a fee of $10.00 per bid category, due prior to the mailing of the tabulation of bids.  This fee will be waived if vendor agrees to accept an electronic version of tabulation of bids.

h)
It is not necessary to bid on all items.  Bid on those items you desire to and can furnish. 


i)
Vendors submitting bids on Instructional Paper/Scholar Supplies, Item P1 must submit two (2) sample reams. Samples will be used to test performance quality.  VENDORS BIDDING ON THIS ITEM SHOULD NOTE THAT A PORTION OF THE ESTIMATED QUANTITY WILL BE USED IN HIGH-SPEED COPIERS (E.G., RISOGRAPH, GESTETNER, AB DICK, ETC.).

j)
Vendors submitting bids on the Colored Construction Paper, Items P820 – P882 must specify if the brand, ex: Riverside Paper or Tru-Ray, the vendor must also submit sample packets.  Samples will be used to compare the quality and color tones of the product. 


2.
ITEM DESCRIPTION:  Items delivered by successful vendors must meet description specifications.


3.
TOTAL UNITS:  The total units specified by Seacoast Educational Services on the bid sheets are approximate quantities based on past purchases and are NOT guaranteed quantities.


4.
VENDOR CATALOG #:  Whenever possible, bidder shall insert the catalog number of the item that corresponds to the item description.


5.
CATALOG PAGE #:  If a catalog number is supplied for any item, vendor should also insert the catalog page number.


6.
UNIT PRICE:  The bidder shall insert the price per unit stated on bid sheets and honor those prices until January 31, 2012. ** Failure to comply with the January 31, 2012 date may result in the elimination of a vendor from competition. The price inserted must be net and must include delivery charges. No charge will be allowed for federal, state, or municipal sales and excise taxes, from which Seacoast Educational Services is exempt. Exemption certificates, if required, will be furnished on forms provided by the bidder. Vendors may not change the unit specified by Seacoast Educational Services and the bid price must be for the unit specified.

7.
ALT SPEC:  (a) Where the Alt Spec column is shaded, no alternate BID will be accepted and vendors must bid on the item exactly as specified.  (b) If a bid is submitted on an item other than specified, vendor must supply catalog number and catalog page number that corresponds to the alternate.

8.
CATALOGS:  Vendors must submit a copy of the catalog used to complete bid(s).  Catalogs are due in the Seacoast Educational Services office at the same date and time as the bids are due.


9.
SAMPLES:  Vendors may be asked to submit samples on certain bid items.  If submitting samples, always indicate on the sample the Seacoast Educational Services item number and the vendor’s name.  Samples will not be returned to vendors.


10.
PURCHASE ORDERS:  The notification to vendors of what items they have been awarded is not a purchase order.  Individual participating schools and organizations will submit purchase orders.

11.
NOTIFICATION OF AWARD:  After bids have been tentatively awarded (award date is February 14, 2011) the vendor will be notified of those items it has been tentatively awarded.  At that time, the CEO, President, Vice President, General Manager, or other person of authority of the company will be asked to sign an agreement certifying to Seacoast Educational Services that the company will abide by all of the policies of the SES Cooperative Purchasing Program including paragraphs 2 and 6 above as well as paragraphs 12 - 15 below.

12.
The awarded prices may not be altered by a vendor at any time once Seacoast Educational Services has tentatively awarded each item. 

13.
DELIVERIES:  Deliveries must be made directly to schools and organizations participating in the Seacoast Educational Services Cooperative Purchasing Program as indicated by a “SHIP TO” section on each purchase order.  When the purchase order provides for a direct delivery to schools, the items must be placed at a point within the building as directed at the time of delivery.  For all purchase orders issued on or before July 1, 2011, deliveries must be received complete on or before August 8, 2011.  If not delivered by the required date, the participating school district reserves the right to obtain the items locally, and the vendor will be required to pay the appropriate school district the difference in cost to obtain the items locally versus the bid award price.  The weight, count, measure, etc., will be determined at the points of delivery if requested.  No help for unloading can be provided by members of the Seacoast Educational Services Cooperative Purchasing Program.  Suppliers should notify their truckers accordingly.  Deliveries shall be made between the hours of 8:00 am and 3:00 pm on Mondays through Fridays, except where noted on the Purchase Order.  All materials and supplies must be securely packed in uniform containers, adequately marked as to contents and without damage or breakage in the units as specified on the bid sheets.  Purchase Order numbers must be listed on the carton address label.

14.
INVOICES:  Invoices must be mailed directly to the schools and organizations participating in the Seacoast Educational Services Cooperative Purchasing Program as indicated by a “Bill TO” section on each Purchase Order.  Invoices can not be dated prior to July 1, 2011 unless Purchase Order states differently.  Seacoast Educational Services will not forward invoices.  Invoices must include the Purchase Order number. Invoices must show number of units and unit price for each item.


15.
PAYMENTS:  Invoices will be paid directly by the schools and organizations participating in the Seacoast Educational Services Cooperative Purchasing Program.  Vendors should include, with their bids, any payment terms.  Participating schools and organizations reserve the right to hold all payments until the order is completed.  If other payment arrangements are necessary, vendors should contact the participating schools and organizations directly.
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