BIDS MUST BE SEALED AND ADDRESSED TO:

	AGENCY:
Grantee Organization

ADDRESS:
Organization’s Address

THIS IS NOT AN ORDER
REQUEST FOR BID

Vehicle
	Bid envelope must be sealed and plainly marked in lower corner with due date and Request for Bid #xxxx. Late bids will be rejected.  Bids shall be date and time stamped by the soliciting purchasing office on or before the date and time the bid is due.  Bids dated and time stamped in another office may be rejected.  Receipt of a bid by the mail system does not constitute receipt of bid by the purchasing office.  Any bid that is inadvertently opened as a result of not being properly and clearly marked may be rejected.  Bids shall be submitted separately, i.e. not included with sample packages or other bids.  Bid openings are public unless otherwise specified.  Records will be available for public inspection after issuance of the notice of intent to award or the award of the contract.  Bidder should contact the person below for an appointment to view the bid record.  Bids shall be firm for acceptance for 60 days from date of bid opening, unless otherwise noted.  The attached terms and conditions apply to any subsequent award.

	Wx RFB template (boilerplate) for new vehicles - rev. 10.01.2015
	Bids MUST be in this office no later than

(Date and time) fillin "Date and time"

	BIDDER ( NAME AND ADDRESS)
	Name (Contact for further information)
(Name of Agency’s Authorized Purchasing Representative)fillin "Contact Person"

	
	Phone

xxxxx

Date    Date of RFB issue


 Fax      fax #                         Email:  email address                         fillin "Date"

	
	Quote Price and Delivery FOB

Identify Agency address for delivery. 
fillin "F.O.B /Destination"

	
	


Fax bids are not accepted.

	
	Description

	
	See sections 4- 6 and Attachment(s) for description of bid items.

	
	

	
	ACKNOWLEDGEMENT OF ANY ADDENDA and/or REVISIONS:

In signing this section, we stipulate that this bid is predicated upon the terms and conditions of this RFB and any addenda or revisions thereof.

_____________________________________          ____________

Name of Authorized Company Representative                 Date
Note:  Signature also required at the bottom of this page.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Payment Terms
	Delivery Time


SYMBOL 168 \f "Wingdings" \s 9 \h
We claim minority bidder preference [Wis. Stats. s. 16.75(3m)].  Under Wisconsin Statutes, a 5% preference may be granted to CERTIFIED Minority Business Enterprises.  Bidder must be certified by the Wisconsin Department of Commerce.  If you have questions concerning the certification process, contact the Wisconsin Department of Commerce, 5th Floor, 201 W. Washington Ave., Madison, Wisconsin 53702, (608) 267-9550.  

In signing this bid we also certify that we have not, either directly or indirectly, entered into any agreement or participated in any collusion or otherwise taken any action in restraint of free competition; that no attempt has been made to induce any other person or firm to submit or not to submit a bid; that this bid has been independently arrived at without collusion with any other bidder, competitor or potential competitor; that this bid has not been knowingly disclosed prior to the opening of bids to any other bidder or competitor; that the above statement is accurate under penalty of perjury.

We will comply with all terms, conditions and specifications required by the Agency and the Wisconsin Department of Administration in this Request for Bid and all terms of our bid.

	   Name of Authorized Company Representative (Type or Print)
	Title
	Phone
(
)

	
	
	Fax      
(
)

	   Signature of Above
	Date
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REQUEST FOR BIDS (RFB) # XXXX
FOR:
Vehicle type xxxxx
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0.0
SUMMARY OF REQUEST FOR BID # ### – Vehicle
A. PROCURING AGENCIES:  xxxxx name Weatherization Agency (Agency) a local administrative and executive weatherization service agency, works in conjunction with the State of Wisconsin’s Weatherization Assistance Program and intends to use the results of this bidding process to award a contract to a Vendor for xxxxxxx.  The Agency provides these services in the following area:  identify service territory.
B. SCOPE:  The Agency intends to utilize this bid for all purchases for the time period (quantities as estimated in Attachment 2) from xxxxx xx, 20xx through xxxxx xx, 20xx.  A one-year extension may be possible by mutual consent between the Agency and Vendor and prior approval from DOA.  However, the Agency may bid out single jobs, or procure commodities, on an as-needed basis when deemed in the best interest of the Agency and the state.
C. CALENDAR OF EVENTS:  Listed below are important deadlines for this RFB.  In the event the Agency finds it necessary to change any of these dates and times, it will do so by issuing an addendum to the RFB.

Event
Date
Time

Agency issues RFB
day of week, date, 20xx
8:00 am
Questions are due
day of week, date, 20xx
4:00 pm
Bidders’ meeting
day of week, date, 20xx
9:00 am
Bids due from Vendors
day of week, date, 20xx
9:00 am
Bid opening
day of week, date, 20xx
9:01 am
D. QUESTIONS:  Any questions concerning this RFB must be submitted in writing to xxxxx name Weatherization Agency (contact information listed below) on or before (day of week, date, time) (See Section 2.6.)

E. BIDDERS’ MEETING:  A bidders’ meeting will be held on (day of week, date, time) at location (including address).  The bidders’ meeting is a voluntary public informational meeting for potential bidders to respond to questions.  Bidders are strongly encouraged to attend this meeting.

F. DUE DATE FOR BIDS:  Bidders must submit one original (marked as such) and two copies of all materials required for acceptance of their RFB by (day of week, date, time) to name/address listed below.

G. BID OPENING:  Bids will be opened on (day of week, date, time) at the address listed below.  Names of the bidders may be read aloud at that time.
H. METHOD OF AWARD:  The award will be made in the best interest of the agency, as determined by the agency, to the lowest responsible and responsive bidder(s) that can meet the requirements listed in this RFB.
AGENCY USPS ADDRESS
AGENCY COMMON CARRIER ADDRESS

Agency Contact Person



Agency Contact Person





Agency USPS Address



Agency Common Carrier Address

FAX # xxx-xxx-xxxx
TTY # xxx-xxx-xxxx
email@agencyemail.net

0.1
CHECKLIST FOR BIDDERS of new vehicle(s) (To Be Completed by Bidders)

___
Note:  The Bidders Meeting will be (day of week, date, time) at address.  Bidders are strongly encouraged to attend this conference.
___
 Bid meets the requirements and conditions set forth.

___
** Receipt of addenda acknowledged (if applicable)
___
** Submit signed cover page with bid
___
** Bid Cost Sheets (Attachment 2) provided
___
** Data specifications sheets for each appliance on which you are bidding.
___
** Vendor Information form (supplied with this bid package)
___
** Vendor Reference form (supplied with this bid package)

NA
* Provide written statement of what volume (quantity) of work vendor can handle and meet the bid requirements (see cost sheet)
NA
Certificates for insurance and any required licenses must be provided by winning vendor within 5 working days following the Notice of Intent to Award. 
**These items are required with the submitted bid package.
1. INTRODUCTION AND PURPOSE:

1.1. PURPOSE OF THE REQUEST FOR BIDS:  The purpose of this document is to provide interested parties with information to enable them to prepare and submit a bid.

1.2. REASONABLE ACCOMMODATIONS:  The Agency will provide reasonable accommodations, including the provision of informational material in an alternative format, for qualified individuals with disabilities upon request.  If you think you need accommodations at a bid opening/vendor conference, contact the Agency Representative.

1.3. CANCELLATION AND TERMINATION:  The Agency reserves the right to cancel the resulting contract/ agreement, for any reason, by giving written notice to Contractor of such cancellation and specifying the effective date thereof, at least ten (10) days before the effective date of such cancellation. Contractor shall, in the event of such cancellation, be entitled to receive compensation for any work accepted hereunder in accordance with the Agency's order(s). Contractor may also be compensated for partially completed work in the event of such cancellation.  The compensation for such partially completed work shall be no more than the percentage of completion of each work effort, as determined in the sole discretion of the Agency, times the corresponding payment for completion of such work as set forth in the Agency’s order(s). For information on breach of contract and effects of cancellation and termination or other expiration on the contract/agreement, see Appendix B.

2. BID PROCEDURES AND INSTRUCTIONS:

2.1. METHOD OF BID:
Vendors must submit one original (marked as such) and one copy of all materials required for acceptance of their bid by the deadline shown in the Summary.  


An authorized Agency Representative must receive and date/time-stamp all bids prior to the Agency’s bid opening time.  Bids not so stamped will be considered late.  LATE BIDS WILL NOT BE ACCEPTED OR OPENED.  (If the bid arrives after the due date and time, the purchasing office will stamp or write on the bid envelope the date and time of receipt and retain it in the bid file unopened, or return it unopened to the bidder. It cannot be accepted, but a record will be kept in the bid file of its late receipt and its disposition.)



All bids must be packaged, sealed, and show the following information on the outside of the package:



-
Vendor's Name and Address



-
Request for Bid Title

· Request for Bid Number

· Bid Due Date

2.2. CALENDAR OF EVENTS: In the event that the Agency finds it necessary to change any of these dates and times it will do so by issuing an addendum to this RFB.
 
2.3. FORMAT OF BID:  Vendors responding to this RFB must comply with the following format requirements:

a) SIGNED REQUEST FOR BID SHEET:  Include here the signed Request for Bid sheet (page 1 of this RFB package) included with the bid and those certifications required for submittal of a bid.  Bids submitted in response to this RFB must be signed by the person in the vendor's organization who is responsible for the decision as to the prices being offered in the bid or by a person who has been authorized in writing to act as agent for the person responsible for the decision on prices.

By submitting a signed bid, the vendor's signatories certify that in connection with this procurement:  (a) the vendor's organization or an agent of the vendor's organization has arrived at the prices in its bid without consultation, communication or agreement with any other respondent or with any competitor for the purpose of restricting competition, (b) the prices quoted in the bid have not been knowingly disclosed by the vendor's organization or by any agent of the vendor's organization and will not be knowingly disclosed by same, directly or indirectly, to any other respondent or to any competitor, and (c) no attempt has been made or will be made by the vendor's organization or by any agent of the vendor's organization to induce any other person or firm to submit or not to submit a bid for the purpose of restricting competition.

b) Agency’s Terms and Conditions: These standard and supplemental terms and conditions shall govern this bid and subsequent award.  Vendors must accept these terms and conditions or submit point-by-point exceptions along with proposed alternative or additional language for each point, including any vendor contracts.  Submission of any standard vendor contracts as a substitute for language in the terms and conditions is not a sufficient response to this requirement and may result in rejection of the vendor's proposal.  The Agency reserves the right to negotiate contractual terms and conditions other than those in the Agency Contract when it is in the best interest of the Agency to do so.

c) ADDITIONAL INFORMATION:  Include here the completed Vendor Information and Vendor Reference forms and any other forms required in the bid.  Include all additional information that will be essential to an understanding of the bid.  This might include diagrams, excerpts from manuals, or other explanatory documentation that would clarify and/or substantiate the bid document.

d) COST INFORMATION:  Provide cost information on the Request for Bid sheet or the cost sheets included in this RFB.  All costs for furnishing the product(s) and/or service(s) included in the bid in accordance with the terms and conditions in this RFB must be included.

2.4. MULTIPLE BIDS:  Multiple bids from a vendor will be permissible, however each bid must conform fully to the requirements for bid submission.  Each such bid must be separately submitted and labeled as Bid #1, Bid #2, etc. on each page included in the response.  

a) NOTE: If multiple bids are submitted and a vendor's multiple bids are the lowest-priced bids (e.g., low bid #1, 2nd lowest bid #2, 3rd lowest bid #3, 4th lowest bid is from a different vendor), the vendor with multiple bids must honor the prices of their lowest bid.
b) If the Agency intends to award multiple bids (see Method of Award in 0.0 Summary of RFB), section 2.4.a), above, applies.  The vendor must honor their lowest bid price and their succeeding lowest-price bids will be rejected for the purposes of awarding to multiple vendors.  
2.5. INCURRING COSTS:  Neither the Agency or the State of Wisconsin is liable for any cost incurred by a vendor in the process of responding to this RFB.

2.6. QUESTIONS:  Any questions concerning this RFB must be submitted in writing on or before the date listed in the Summary.  Vendors are expected to raise any questions, exceptions or additions they have concerning the RFB document at this point in the RFB process.  If a Vendor discovers any significant ambiguity, error, conflict, discrepancy, omission or other deficiency in this RFB, the Vendor should immediately notify the Agency Representative of such error and request modification or clarification of the RFB document.

In the event that it becomes necessary to provide additional clarifying data or information, or to revise any part of this RFB, an addendum will be made available either electronically or hard copy.

From the date of release of this RFB until a Letter of Intent is issued, all contacts with the Agency personnel regarding this RFB shall be made through the Agency’s Representative.  Violation of this condition may be considered sufficient cause for rejection of a proposal, irrespective of any other considerations.

Each bid shall stipulate that it is predicated upon the terms and conditions of this RFB and any addenda or revisions thereof.

2.7. NEWS RELEASES:  News releases pertaining to the RFB or to the acceptance, rejection, or evaluation of bids shall not be made without the prior written approval of the Agency and the State of Wisconsin.

2.8. BIDDERS MEETING:  A voluntary public informational meeting for potential bidders will be held to respond to questions.  The Agency strongly encourages all bidders to attend this meeting.

3. BID ACCEPTANCE, EVALUATION AND AWARD:

3.1. BID OPENING: Bids will be opened on the date specified in the Summary.  Names of the bidders may be read aloud at that time.
3.2. BID ACCEPTANCE:  Bids which do not comply with instructions or are unable to comply with specifications contained in this RFB may be rejected by the Agency.  The Agency may request reports on a vendor's financial stability and if financial stability is not substantiated may reject a vendor's bid.  The Agency retains the right to accept or reject any or all bids, or accept or reject any part of a bid deemed to be in the best interest of the Agency.  The Agency shall be the sole judge as to compliance with the instructions contained in this RFB.
3.3. BID EVALUATION:  Bids will be evaluated by the Agency's purchasing agent and program manager to verify that they meet all specified requirements in this RFB.  This verification may include requesting reports on the vendor's financial stability, conducting demonstrations of the vendor's proposed products(s) and/or service(s), and reviewing results of past awards to the vendor by the Agency of Wisconsin.
Bids from certified Minority Business Enterprises may be provided up to a five percent (5%) bid preference in accordance with Wis. Stats. s. 16.75(3m).
3.4. NOTIFICATION OF INTENT TO AWARD:  Any vendors who respond to this RFB with a bid will be notified in writing of the Agency's intent to award the contract(s) as a result of this RFB.
After notification of the intent to award is made, copies of bids will be available for public inspection (under the supervision of the Agency’s staff) between the hours of (agency hours of operation).  Vendors should schedule reviews with the authorized Agency Representative to ensure that space is available for the review.
3.5. APPEALS PROCESS:  The appeals procedure applies to only those requests for bids that are greater than $25,000.  Notices of intent to protest and protests must be made in writing.  Protestors should make their protests as specific as possible and should identify statutes, Wisconsin Administrative Code provisions and/or Department of Energy regulations that are alleged to have been violated.


The written notice of intent to protest the intent to award a contract must be filed with:

USPS ADDRESS




COMMON CARRIER ADDRESS



Attn:  Agency Head serving as ‘Executive Director’ (named on contract with DOA)
Agency Contact Person



Agency Contact Person





Agency USPS Address



Agency Common Carrier Address

FAX # xxx-xxx-xxxx
TTY # xxx-xxx-xxxx
email@agencyemail.net


and received in his/her office no later than five (5) working days after the notices of intent to award are issued.



The written protest must be received in his/her office no later than ten (10) working days after the notices of intent to award are issued.

The decision of the Chief Executive of the procuring agency may be appealed to the Wisconsin Division of Energy, Housing and Community Resources within five (5) working days of issuance, with a copy of such appeal filed with the procuring agency, provided the appeal alleges a violation of a Wisconsin statute, a provision of the Wisconsin Weatherization Program Manual or a Department of Energy regulation. All avenues of appeal with the Agency must be exhausted before any appeal can be made to the Division. Any appeal must be submitted in writing to the Division Administrator, Division of Energy, Housing and Community Resources, Department of Administration (PO Box 7970, Madison WI 53707-7970; phone 608-266-8234).
4. TECHNICAL PERFORMANCE REQUIREMENTS

4.1 Vendor must be a manufacturer's factory authorized dealer.

4.2 The vendor will furnish standard manufacturer's warranty with invoice for each vehicle.

4.3 All items bid shall be manufacturer's current production products.  Vendors will provide, at time of bid, the most recent descriptive literature, including specifications, on the vehicles that the dealer proposes to furnish. 

4.4 Quantities:  In addition to immediate quantities, the agency may purchase as needed, additional quantities of vehicles. The agency reserves the right to re-bid additional quantities if such action is deemed in the best interest of the agency or the State of Wisconsin. 

4.5 The vendor will allow the receiving agency five (5) business days following delivery of the vehicle to review and inspect the vehicle before acceptance occurs.  If the receiving agency does not notify the vendor within five (5) business days, the vendor may assume that the vehicle is acceptable.

4.6 NEW VEHICLE DELIVERY AND SERVICE:  Prior to the delivery, the vendor must service completely the vehicle in accordance with the manufacturer's standard new truck "Make-Ready" (i.e., ready for agency delivery) requirements.

· Crankcase, differential, transmission and transfer case, if applicable, must be filled to capacity as recommended by the manufacturer. 
· Vehicle must contain 1/4 tank of gasoline/fuel when delivered. 
· Vehicle shall contain a pre-delivery check sheet showing the operations that have been performed on the vehicle by the vendor. 
· Vehicles must be clean with all stickers removed from the body/shield prior to delivery with the exception of any sticker required by law (Manufacturer's Suggested Retail Price Label). 
· Vehicle must be hoisted on a lift rack at the dealership and the underside inspected completely prior to delivery.  The vendor must note that this inspection has been performed on the pre-delivery inspection sheet. 
· Manufacturer "line sheet" must accompany vehicle at time of delivery. 
Factory pre-delivery condition is not acceptable.  Vehicles not properly dealer prepared will not be accepted and will be returned to the vendor at vendor's expense.  Agency representatives are instructed to reject any vehicle that does not have a pre-delivery inspection sheet with it at the time of delivery or does not otherwise meet minimum preparation requirements, including 1/4 tank of gas or fuel.

In such case where the location of the dealer who initially serviced the vehicle makes it impractical to perform subsequent checkup service, the vendor is responsible to arrange for the manufacturer's "Make-Ready" check up service.

4.7 NAMEPLATES, ETC.:  Vendor nameplates, decals, etc., denoting vendor may not be affixed in any manner whatsoever to any vehicle(s) delivered; photographs of vehicle with identification decals are not permissible.

4.8 FREIGHT:  If a freight increase occurs prior to the delivery of any vehicle, the increase is the vendor's expense.

4.9 DELIVERY/ACCEPTANCE:  All vehicles shall be delivered to the agency listed on the Purchase Order within 120 days
.  There shall be no charge for delivery; the vendor shall notify the Agency Procurement Officer and/or Program Manager of the time of delivery, prior to physical delivery.  Vendor will not be held responsible for non-delivery under the following circumstances only: 

1) Strikes 

2) Acts of God - fire, lightning, storms, epidemics, etc.

3) Lockouts 

4) Riots, insurrections, etc
5. VENDOR PERFORMANCE REQUIREMENTS:

5.1. All proposed equipment must be capable of performing at an effectiveness level in accordance with manufacturer's specifications.

5.2. All proposed equipment must be capable of performing all operations in accordance with manufacturer's advertised data sheets and technical publications.

5.3. FACTORY INSTALLATION:  All vehicles must be manufacturer base models with specified options added.  Options that are available from the factory must be factory installed.  Exceptions to this clause must be noted in writing if factory installation is not available.  When factory installation of a required specification or option item is not available, an up-grade of factory-installed equipment is required rather than a dealer-installed substitute.

5.4. STANDARD EQUIPMENT REQUIRED:  All vehicles must have all standard equipment as stated in retail vehicle brochures and sales catalogs, plus the standard accessory items stated herein.  Do not delete standard features in favor of a cheaper non-standard feature.  Any deletions of options from packages are not acceptable.  The only exception to this rule is any devices such as “subscription services, and telemetric devices”.

5.5. DEFECTIVE PRODUCT:  Any product determined at inspection to be defective shall be returned and replaced at vendor’s cost.

5.6. SAFETY FEATURES: All vehicles must comply with the Federal Standard Safety Devices for Automotive Vehicles, which became mandatory on January 1, 1969, and subsequent addenda.  THE WINDOW STICKER LISTING STANDARD EQUIPMENT AND OPTIONS ALONG WITH THE PRICES MUST BE REMOVED FROM THE WINDOW, BUT LEFT IN THE VEHICLE ITSELF.
5.7. Failure to comply with any of the specifications/special conditions will be sufficient reason for termination of agreement with the Vendor. First infraction: Vendor will be notified in writing of possible suspension.  Second infraction: The Vendor agreement will be terminated and Vendor will be removed from the state wide weatherization agency bidder’s list for a period of 2 to 5 years.
5.8. See ATTACHMENT 1 - Vehicle Specifications for information on vehicle type.
6. SUPPORT and OTHER REQUIREMENTS:


All requirements in this section are mandatory.

6.1. Vendor will correct or have corrected any substandard work as requested by the Agency.  Such work shall be at no extra cost to the Agency. 

7. COST INFORMATION 

Bidders are to submit pricing on the cost sheet provided.
7.1. Pricing for additional options:  Any Equipment Options ordered and not listed as part of “Vehicle Specifications” found in Attachment 1 shall be priced at dealer invoice price or less.

7.2. Please supply Model Year 2009 or newer pricing for all vehicles listed on the bid cost sheet (Attachment 2).
7.3. Place any exceptions and delineate any additional costs or price concessions associated with any substitutions in the space provided on the attached Cost Sheet.
7.4. Pricing must remain fixed for as long as the make, model and Model Year bid are ordered within manufacturer production time frames.  Price increases are limited to documented industry and manufacturer price increase for the life of the contract, contract renewal, and extensions.  Price increases must be submitted to the Agency’s Procurement Officer and/or Program Manager. Price increases are approved at the discretion of the Agency with notification of such being sent to the State of Wisconsin Division of Energy, Housing and Community Resources. Increases shall not affect any orders written prior to the effective date of the increase.
8. REQUIRED FORMS

The following forms must be completed and submitted with the bid in accordance with the instructions given in Section 2.3.  Blank forms are attached following the appendices. Also see Bidder Checklist in section 0.1


Request for Bid sheet (cover)


Vendor Information form

Vendor Reference form

Cost Sheet (Attachment 2)
9. TERMS AND CONDITIONS

The Agency reserves the right to incorporate standard Agency contract provisions into any contract negotiated with any bid submitted responding to this RFB. Failure of the successful bidder to accept these obligations in a contractual agreement may result in cancellation of the award.  Terms and conditions include:


Appendix A – Special Terms and Conditions


Appendix B – Standard Terms and Conditions


Appendix C – Supplemental Terms and Conditions
� Agencies - number the attachments as you wish; vendors should receive a copy of all forms they will be required to complete (so they know up front what is expected and they account for the time it will take in their bid price).


�Grantees - note this language; adjust if necessary.





4
1

