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GENERAL INSTRUCTIONSTO BIDDERS

BID FORMS OR REQUEST FOR QUOTATION: Bids should be submitted only on
forms provided by the State. The bid must be received in the office of the Kansas
Department of Transportation, Bureau of Fiscad Services, no later than the date and time
scheduled for closing of the bid.

EQUIVALENT BIDS: When brand namesor trade namesand modd numbersfollowed by
thewords"or equivalent” or "or other gpproved equa” are used inthe bid invitation, it isfor
the qudity, styleand features. Bidson equivaent itemsof subgtantidly the same qudity, style
and features are invited. However, to receive consderation, such equivaent bids must be
accompanied by sufficient descriptive literature and/or pecifications to clearly identify the
units and provide for competitive evauation.

ACCEPTANCE OF BIDS: Bids are invited on the bass that acceptance of the offer to
furnish articlesasdescribed in the invitation shal condtitute acontract between the bidder and
the State of Kansas, which will bind the bidder to furnish and ddiver artidles for which the
offer isaccepted. If specifications and contents of the proposal cannot be complied with, a
bidder may elect not to bid.

SAMPLES: Samples of the items when required, must be furnished a no expense to the
State, and if not destroyed in the evaluation or testing process, will be returned at bidders
expensg, if requested.

UNIT PRICES: Prices must be stated in units of quantity specified.

DISCOUNT: All offered discounts shdl betaken if paid within 30 daysfrom receipt of the
invoice or acceptance of goods, whichever islater.

PREPARATION OF BID: Eachbid must belegibleand properly sgned. Pricesareto be
entered in paces provided on the bid form. Mathematical extensons and totals shdl be
indicated whererequired. In casesof errorsin extensonsor totas, the unit pricewill govern.

SIGNATURE OF BIDS: Each bid must givethe complete mailing address of bidder and be
sgned by him with his legal Sgnature. Bids by partnerships must be signed by one of the
members of the partnership or by an authorized representative. Bids by corporations must
be sgned in the name of the corporation followed by sgnature and title of the president,
Secretary, or other person authorized to bind it in the maiter. The names of al persons
sgning should be typed or printed below the signature.

MARKING AND MAILING BIDS: Bids must be securely seded in a suitable envelope

addressed and marked on the outside as required by the invitation, including name and
address of bidder, quotation number and closing date.

FACSIMILE BIDS: Bids submitted via Facsamile copier are not sedled bids, and thus do

not comply with K.S.A. 75-3739(b) and (c). Asaresult, thisofficewill not accept facamile
bids when the purchase is estimated to exceed $25,000.00

(OVER)



11.

12.

13.

14.

15.

16.

17.

18.

TIME FOR RECEIVING BIDS: All bidding will closepromptly a 2:00 P.M. Central Standard or
Daylight Savings Time, whichever isin effect at Topeka, Kansas, or other designated bid opening
gte on the date specified in theinvitation to bid. Formal bids received prior to time of closing will
be securdy kept, unopened until closng time. The State will accept no responghility for
prematurely opening of abid not properly identified on outside of envelope as requested.

MODIFICATION OF BIDS: Tedegraphic or written modifications of bids aready submitted will
be accepted by the Kansas Department of Trangportation, Bureau of Fisca Services, if received
prior to the date and hour scheduled for closing of bids.

WITHDRAWAL OF BIDS: A bid may be withdrawn on written, telegraph or persond request
received from a properly identified bidder prior to the date and hour scheduled for closing of bids.

BIDDERS PRESENT: At the date and hour scheduled for closing, bid priceswill be made public
for information of interested bidders who may be present either in person or by representative.
Such information is not to be construed as meaning low bidder has met al specificationsas set out
ininvitation to bid.

CAUSE FORBID REJECTION: Any bid may beregjected for judtifiable reason, including but not
limited to the following:

@ Materia ateration or erasure

(b) Bidder isin arrears on taxes due to the State

(© Bidder hasfailed to perform on a previous contract with the State
(d) Failure of bidder to Sgn bid form

(e Irregularities of any kind

® Obvious errors on part of bidder

()} Failure to submit required bid guaranty

(h Failure to furnish requested pricing, FEIN Number, or other information
0] Submisson of alate bid

0) Offering of dternates not cdled for in the invitation to bid

(k) Failure to comply with Shipping requirements.

NOTICE OF AWARD: Depending upon the type of purchase transaction, the Kansas
Department of Trangportation, Bureau of Fiscal Services, will issue a Purchase Order to the
successful bidder.

FEIN NO.: The State of Kansasrequiresyour Federa Employer's|dentification Number or Socia
Security Number in order to make payment toyou. Failureto providethe FEIN Number or Socid
Security Number may result in disqudification of bid.

The State of Kansasisexempt from state salesor usetaxesand federal excisetaxesfor

direct purchases. The bidder is responsible to determine what congtitutes a " Direct Purchase”

pursuant to K. S. A. 79-3606(b) and are to determine prising accordingly. Any questions should
be addressed to the Kansas Department of Revenue, Division of Taxation, Taxpayer Assstance
Center (785-296-0222). The State shal not be responsiblefor additiona costsdueto the bidder's
failure to understand this requirement.



