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BID DELIVERY INSTRUCTIONS FOR STATE PROCUREMENT
Bidders are hereby advised that the U.S. Postal Service does not make deliveries to our physical location.

Bids may be mailed through the U.S. Postal Service to our box at:

Office of State Procurement
P O Box 94095
Baton Rouge, LA  70804-9095
Bids may be delivered by hand or courier service to our physical location as follows:

Office of State Procurement
Claiborne Building, Suite 2-160
1201 North Third Street
Baton Rouge, LA 70802
Bidder should be aware of security requirements for the Claiborne Building and allow time to be photographed and presented with a temporary identification badge.

Bidder is solely responsible for ensuring that its courier service provider makes inside deliveries to our physical location.  The Office of State Purchasing is not responsible for any delays caused by the bidder’s chosen means of bid delivery.  Bidder is solely responsible for the timely delivery of its bid.  Failure to meet the bid opening date & time shall result in rejection of the bid.

Publicizing Awards:  In accordance with L.A.C.34:I.535, unsuccessful bidders will be notified of the award provided that they submit with their bid a self-addressed stamped envelope requesting this information.

****ATTENTION****

Receipt of a solicitation or award cannot be relied upon as an assurance of receiving future solicitations.  Please note that prior to being awarded a purchase order or contract from the State of Louisiana you must be enrolled in the State’s LaGov system: http://wwwprd.doa.louisiana.gov/osp/lapac/vendor/vndpubmain.asp
SCOPE OF CONTRACT 
Submittal of any terms and conditions contrary to those of the State of Louisiana may cause your bid to be rejected. By signing below, terms and conditions which may be included in your bid are nullified, and contractor agrees that this contract shall be construed in accordance with and governed by the laws of the State of Louisiana.

________________________________            

(Signature Required)
Cancellation:  The State of Louisiana reserves the right to cancel this contract with thirty (30) days written notice.

Quantities:  The above quantities are estimated to be the amount needed.  In the event a greater or lesser quantity is needed, the right is reserved by the State of Louisiana to increase or decrease the amount, at the unit price stated in the bid.
Price:  It shall be distinctly agreed and understood that the price quoted must be a firm price, and not be subject to change at time of shipment.

Payment:  Any orders resulting from this solicitation will be paid with next Fiscal Year funds, if appropriated by the Legislature.  Delivery cannot be made prior to July 1 and your bid prices must be firm for acceptance and delivery accordingly.

Delivery:  The state reserves the right to reject bids that cannot make delivery by June 30.

Contract Extension:  At the option of the State of Louisiana and acceptance by the contracts, this contract may be extended for two additional twelve (12) month periods at the same price, terms and conditions.  Total contract time may not exceed thirty-six (36) months.

Contract Period: This contract shall be effective for the period beginning date of award.
Cooperative Purchase – Note:  Response to this section will not affect the bid award.

Political Subdivisions of the state, quasi state agencies, and external procurement units (described below), may be permitted to purchase from contracts made by the Office of State Purchasing.  The bidder may, at its option, permit political subdivisions of the state, quasi state agencies, and external procurement units to purchase from any contract awarded against this solicitation.  Please check all that apply:

______Bidder permits any contract awarded to apply to quasi state agencies or other   political subdivisions of the state.

______ Bidder permits any contract awarded to apply to agencies of the United States Government.

_____ Bidder permits any contract awarded to apply to other buying organizations (other than the United States Government), not located in this state which, if located in this state, would qualify as a public procurement unit.

***************Technical Specifications************

Time/Date Stamp Machines must meet or exceed the following minimum requirements:

Must print automatically when paper is inserted into the slide plate.

Time and Date must print completely, including month, date, year, hours, minutes and AM/PM (Military Time will not be acceptable).

Must be able to accept packets of up to ten (10) sheets and still print legibly.

Must include upper and lower die plated, if applicable. Information for die plates will be provided at the time the order is places.

Die Plates, if applicable must be installed into the Time/Date Stamp Machine prior to delivery.

Must have precision made metal typewheel, if applicable.

Must include operation manual with Machine when delivered.

Equipment must be new. No reconditioned or re-manufactured equipment will be accepted.

If bidding other than specified, sufficient information should be enclosed with the bid in order to determine quality, suitability, and compliance with the specifications.

Failure to comply with this request may eliminate your bid from consideration.

Literature and/or specifications must be submitted upon request; if requested, literature and/or specifications must be submitted within seven (7) days.

Award to be made on all-or-none basis to the overall low bidder meeting the specifications. The State of Louisiana reserves the right to reject individual line items from the award.

Federal Clauses: 

Civil Rights:  Both parties shall abide by the requirements of Title VII of the Civil Rights Act of 1964, and shall not discriminate against employees or applicants due to color, race, religion, sex, handicap or national origin. Furthermore, both parties shall take affirmative action pursuant to Executive Order #11246 and the National Vocational Rehabilitation Act of 1973 to provide for positive posture in employing and upgrading persons without regard to race, color, religion, sex, handicap or national origin, and shall take affirmative action as provided in the Vietnam Era Veteran's Readjustment Act of 1974.  Both parties shall also abide by the requirements of Title VI of the Civil Rights Act of 1964 and the Vocational Rehabilitation Act of 1973 to ensure that all services are delivered without discrimination due to race, color, national origin or handicap.   

Anti-Kickback Clause:  The contractor hereby agrees to adhere to the mandate dictated by the Copeland "Anti-Kickback" Act which provides that each contractor or subgrantee shall be prohibited from inducing, by any means, any person employed in the completion of work, to give up any part of the compensation to which he is otherwise entitled. 

Clean Air Act:  The contractor hereby agrees to adhere to the provisions which require compliance with all applicable standards, orders or requirements issued under SECTION 306 of the Clean Air Act which prohibits the use under non-exempt federal contracts, grants or loans of facilities included on the EPA list of Violating Facilities.   

Energy Policy and conservation Act:  The contractor hereby recognizes the mandatory standards and policies relating to energy efficiency which are contained in the State Energy conservation Plan issued in compliance with the Energy Policy and conservation Act (P.L. 94-163).  Clean Water Act:  The contractor hereby agrees to adhere to the provisions which require compliance with all applicable standards, orders, or requirements issued under SECTION 508 of the Clean Water Act requirements issued under SECTION 508 of the Clean Water Act.   Grants or loans of facilities included on the EPA List of Violating Facilities.  

Anti-Lobbying and Debarment Act.  The contractor will be expected to comply with Federal Statutes required in the Anti-Lobbying Act and the Debarment Act.

CONTRACTORS INSURANCE COVERAGE TC \l2 “Exhibit A – Insurance Requirements for Contractors“ 
The Contractor shall maintain for the duration of the contract insurance against claims for injuries to persons or damages to property which may arise from or in connection with the performance of the work hereunder by the Contractor, its agents, representatives, employees or subcontractors.

Recently Published Price List or GSA Price Schedule:  Bidders should submit with their bid response the most recent published commercial price list and their GSA price schedule (if one exists) covering all items bid.  In the event that a printed, published price list is not available, a typed, signed and notarized list of prices covering all items bid should be submitted. If not submitted with the bid, this information shall be provided within ten (10) days of the request.  Prices bid may not exceed the commercial price list or GSA prices in order for the items(s) to be awarded.  Any terms and conditions contained in the published price list or GSA price list will not be applicable to the State’s contract unless specifically stated.
PROCUREMENT OF UNITED STATES PRODUCTS:

In accordance with the provisions of R.S. 39:1595.7, in the event a contract is not entered into for products purchased under the provisions of R.S. 39:1595, each procurement officer, purchasing agent, or similar official who procures or purchases materials, supplies, products, provisions, or equipment under the provisions of this Chapter may purchase such materials, supplies, products, provisions, or equipment which are manufactured in the United States, and which are equal in quality to other materials, supplies, products, provisions, or equipment, provided that all of the following conditions are met:

(1) The cost of such items does not exceed the cost of other items which are manufactured outside the United States by more than five percent.

(2) The vendor of such items agrees to sell the items at the same price as the lowest bid offered on such items.

(3) In cases where more than one bidder offers items manufactured in the United States which are within five percent of the lowest bid, the bidder offering the lowest bid on such items is entitled to accept the price of the lowest bid made on such items.

(4) The vendor certifies that such items are manufactured in the United States.

For the purposes of this preference, 

(1)"Manufactured in the United States" means produced by a process in which the manufacturing, final assembly, processing, packaging, testing, and any other process that adds value, quality, or reliability to assembled articles, materials, or supplies, occur in the United States.

(2) "United States" means the United States and any place subject to the jurisdiction of the United States.

DO YOU CLAIM THIS PREFERENCE?   YES_______  NO_________
SPECIFY LINE NUMBER(S):_______________________________________________

SPECIFY LOCATION WITHIN THE UNITED STATES WHERE THIS PRODUCT IS MANUFACTURED: ________________________________________

___________________________________________________________________

(NOTE:  IF MORE SPACE IS REQUIRED, INCLUDE ON SEPARATE SHEET.)

LaCarte Purchase

In an effort to increase efficiencies and effectiveness as well as be strategic in utilizing technology and resources for the state and vendors, the state intends to make all payments to vendors electronically.  The lacarte procurement card will be used for purchases of $5,000 and under, and where feasible, over $5,000. Vendors will have a choice of receiving electronic payment for all other payments by selecting the electronic vendor payment solution (evp) or electronic funds transfer (eft).  If you receive an award and do not currently accept the lacarte card or evp or have not already enrolled in eft, you will be asked to comply with this request by choosing one the following three options.  You may indicate your acceptance below.

 LaCarte

 The lacarte procurement card uses a visa card platform.  Vendors receive payment from state agencies using the card in the same manner as other visa card purchases.  Vendors cannot process payment transactions through the credit card clearinghouse until the purchased products have been shipped or received or the services performed.

 For all statewide and agency term contracts:  Under the lacarte program, purchase orders are not necessary.  Orders must be placed against the net discounted products of the contract.  All contract terms and conditions apply to purchases made with lacarte.

 If a purchase order is not used, the vendor must keep on file a record of all lacarte purchases issued against this contract during the contract period.  The file must contain the particular item number, quantity, line total and order total.  Records of these purchases must be provided to the Office of State Purchasing on request.

 EVP
Evp method converts check payments to a visa credit card thereby streamlining payments to your organization.  Participants receive a credit card account number with unique security features.  This card will have $0 available funds until an invoice is approved for payment.  As payments are approved, electronic remittance notifications are sent via email along with approval to charge the card for that amount.  EVP requires no change to current invoice procedures; it is secure, and does not require your bank information.

 EFT
EFT payments are sent from the state's bank directly to the payee's bank each weekday.  The only requirement is that you have an active checking or savings account at a financial institution that can accept automated clearing house (ach) credit files and remittance information electronically. Additional information is available at http://www.doa.louisiana.gov/osrap/eftforwebsite.pdf.  To facilitate this payment process, you will need to complete and return both eft enrollment forms found at 
http://www.doa.louisiana.gov/erp/pdfs/lagov%20ap-03%20-%20eft%20vendor%20enrollment%20form.pdf
and http://www.doa.louisiana.gov/osrap/eftforwebsite.pdf
Payment type               
will accept      
 already enrolled

Lacarte                    
__________
   __________

 EVP                        
__________           __________

 EFT                    

 __________          ___________

 _____________________________________________

Printed name of individual authorized

 _____________________________________________     
____________________
 authorized signature for payment type chosen                         date
