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1 INVITATION FOR BIDS
1.1 Invitation.  The City of Austin invites all Responsible Offerors to submit Bids to provide the goods and/or services described in this Solicitation.
1.2 Documents.  This Invitation for Bids (“IFB” or “Solicitation”) is composed of all documents listed in the Attachments section of the Solicitation Cover Sheet.
1.3 Process.  The process described in this IFB is the Competitive Sealed Bidding process.  This process is procedurally compliant with the competitive bidding processes prescribed by Texas Local Government Code Ch. 252, Ch. 271, as well as Government Code Ch. 2269.
1.4 Changes.  The City may change or revise any of the contents of this Solicitation through the issuance of a written Addendum.  Any Addenda issued will be added to the Attachments section of the Solicitation Cover Sheet.  The Version number displayed in the Solicitation Cover Sheet will indicate the number of Addenda issued.  Any explanation, clarification, interpretation or change to the Solicitation made in any other manner is not binding upon the City, and Offerors shall not rely upon such explanation, clarification, interpretation or change. Oral explanations or instructions given before the award of the Contract are not binding.
1.5 Review of Documents.  Offerors shall review the entire Solicitation, as revised.  Offerors shall notify the Authorized Contact Person(s) listed on the Solicitation Cover Sheet in writing of any omissions, ambiguities, inconsistencies or errors in the Solicitation prior to the Offer Due Date and Time displayed in the Important Dates section of the Solicitation Cover Sheet.  Offerors shall also notify the City of any Solicitation contents the Offeror believes may be unreasonably restrictive.

2 PUBLICATION AND NOTICES
2.1 Publication.  This Solicitation was published in the City’s financial services website, Austin Finance Online, as of the Published date displayed in the Solicitation Cover Sheet section.  
2.2 Email Notices.  On the Solicitation’s Published date, email notices regarding this Solicitation were issued to all vendors registered in Austin Finance Online, that had previously selected the NIGP Codes displayed in the Solicitation Cover Sheet section.  All subsequent email notices regarding this Solicitation will be limited to those vendors or other persons that subscribe to this Solicitation in Austin Finance Online.
2.3 Newspaper Notices.  If applicable, one or more notices of this Solicitation were published in the newspaper as required by statute.  
2.4 Third-Party Notices.  Austin Finance Online is the only source of official notices regarding this Solicitation.  Prospective Offerors shall not rely on any notices concerning this Solicitation received from sources other than Austin Finance Online.

3 COMMUNICATIONS AND MEETINGS
3.1 Authorized Contact Persons.  The names and contact information for the authorized contact persons for this Solicitation are displayed in the Solicitation Cover Sheet.  Offerors needing assistance contacting an Authorized Contact Person regarding this Solicitation may also contact the Purchasing Office’s main line at (512) 974-2500 and request assistance from any member of the Purchasing Office’s management team.  
3.2 Questions.  Offerors shall submit any questions concerning this Solicitation in writing via e-mail to the Authorized Contact Persons displayed on the Solicitation Cover Sheet.  The City will respond to all questions received by the Questions Due Date and Time displayed on the Solicitation Cover Sheet.  The City will publish one or more Addenda displaying all timely received questions and the City’s responses to each for any information not already contained in the solicitation.
3.3 Vendor Help Desk.  For general questions concerning the City’s online financial services system, Austin Finance Online, Vendor Connection (“Vendor Connection”), Offerors may contact the Vendor Help Desk at (512) 974-2018.  Assistance from the Vendor Help Desk is limited to navigating and using Vendor Connection only.  The Vendor Help Desk will not respond to any questions concerning a specific Solicitation.
3.4 Pre-Offer Conferences.  The City may hold one or more pre-Offer conferences to review the Solicitation and to receive verbal questions.  The Solicitation Cover Sheet will display if a Pre-Offer Conference is being held and if attendance at this meeting is mandatory.  If a Pre-Offer Conference is planned, the date, location, time and any other necessary information regarding this meeting will also be displayed in the Solicitation Cover Sheet.  Attendance at any Pre-Offer Conference will be recorded and will be included in an Addendum published following the meeting.  As the Solicitation is subject to changes (See Solicitation Instruction, 1.4 Changes.)  Offerors shall not rely on verbal exchanges that may occur at a Pre-Offer Conference.  Offerors shall continue to submit all questions in writing (See Solicitation Instructions, 3.2 Questions.)
3.5 Site Visits.  The City may hold one or more site visits to allow prospective Offerors to inspect the location(s) where work under any resulting contract will be performed and to receive verbal questions.  The Solicitation Cover Sheet will display if a Site Visit is being held and if attendance at this meeting is mandatory.  If a Site Visit is planned, the date, location, time and any other necessary information regarding this meeting will also be displayed in the Solicitation Cover Sheet.  Attendance at any Site Visit will be recorded and will be included in an Addendum published following the meeting.  As the Solicitation is subject to changes (See Solicitation Instruction, 1.4 Changes.)  Offerors shall not rely on verbal exchanges that may occur at a Pre-Offer Conference.  Offerors shall continue to submit all questions in writing (See Solicitation Instructions, 3.2 Questions.) 

4 OFFER PREPARATION
4.1 Offer Submittals.  Offerors intending to respond to this Solicitation shall download and complete each of the Submittal documents listed in the Solicitation Cover Sheet.  Submittal documents will include additional Solicitation instructions specific to its contents.  Offerors will complete each Submittal in accordance with the instructions in the submittal.  At a minimum, submittals will include a Price Offer and an Offer and Certifications submittal.
4.2 Offer Acceptance Period.  All Offers are valid for a period of one hundred and twenty (120) calendar days subsequent to the IFB closing date.
4.3 Alternate Offers.  Unless excluded elsewhere in the Solicitation, Offerors may submit alternative Offers, in addition to their primary Offer.  Offerors seeking to submit an alternative Offer may include with their completed Submittals, any alternative Submittals as applicable.
4.4 Proprietary and Confidential Information.  All Offers received and opened by the City are subject to the Texas Government Code, Ch. 552, and will be made available to the public.  With the exception of the Prices and Pricing Submittal, which shall not be kept confidential, Offerors seeking to keep any other portions of their Offer confidential shall mark each such portion as “Proprietary”.  The City will, to the extent allowed by law, endeavor to protect such information from disclosure.  The City may request a review and determination from the Attorney General’s Office of the State of Texas, of any Bid contents marked as “Proprietary”.  A copyright notice or symbol is insufficient to identify proprietary or confidential information.
4.5 Cost of Offer Preparation and Participation.  Offerors are responsible for all costs related to the preparation of their Offer and incurred while participating in this Solicitation process.
4.6 Pricing Requirements – Non-Specified Items.
4.6.1 The City may purchase additional related items that are available from the Contractor in various quantities.  Pricing for these non-specified items will be calculated based on a percentage markup over Contractors cost as identified in the Price Sheet under the Non-Specified Parts Section.
4.6.2 Offeror shall bid a percentage markup to their cost.
4.6.2.1 The percentage markup shall be fixed throughout the term of the Contract and are not subject to increase. They shall also remain firm through subsequent renewal periods if the City and the Contractor choose to renew the Contract.
4.6.2.2 The Offeror may offer a different percentage discount or markup amount per manufacturer for any Non-Specified Part; however, parts within each manufacturer’s product line shall be priced by taking the stated list price and applying that percentage discount or markup.
4.7 Hazardous Materials.
4.7.1 If this Solicitation involves hazardous materials, the Offeror shall furnish with the Offer Safety Data Sheets (SDS), (OSHA Form 20), on all chemicals and hazardous materials specifying the generic and trade name of product, product specification, and full hazard information including receiving and storage hazards. Instructions, special equipment needed for handling, information on approved containers, and instructions for the disposal of the material are also required.
4.7.2 Failure to submit the SDS as part of the Offer may subject the Offer to disqualification from consideration for award.
4.7.3 The SDS, instructions and information required in paragraph “A” must be included with each shipment under the contract.
4.8 Recycled Products.
4.8.1 The City prefers that Offerors offer products that contain recycled materials. When a recycled product is offered by the Offeror, the Offeror must state in their Offer the percentage of the product that is recycled and must include a list of the recycled materials that are contained in the product.
4.8.2 The recycled content of paper products offered to the City shall be in accordance with the Federal Environmental Protection Agency’s Recycled Product Procurement Guidelines. These guidelines are available at http://www.epa.gov/cpg/ .
4.8.3 Contract award for paper products will be made for recycled products unless the cost is more than 10% above the lowest price for non-recycled paper products as required in the City’s Comprehensive Recycling Resolution.

5 OFFER SUBMISSION
[bookmark: _Hlk38290297]  Offers in response to this Solicitation may be submitted using one of the following methods.
5.1.1 Electronic Offers.  Electronic Offers (electronic documents) shall be submitted to the City of Austin using the Solicitation’s eResponse function, available through the City’s online financial system, Austin Finance Online.  To submit Electronic Offers using the eResponse function, Offeror’s must first be registered as a vendor with the City of Austin in Austin Finance Online. 
See Instructions, Submitting Offers in Austin Finance Online.
5.1.2 Due Date and Time for Electronic Offers.  Electronic Offers in response to this Solicitation shall be submitted via eResponse by the Offer Due Date and Time displayed in the Important Dates section of the Solicitation Cover Sheet.  The system time within Austin Finance Online shall be the official time of record for Electronic Offers.  
5.1.3 Withdrawing Electronic Offers.  Electronic Offers submitted online in response to this Solicitation may be withdrawn, revised and resubmitted using the eResponse function any time prior to the Solicitation’s Due Date and Time.  Withdrawn Electronic Offers may be resubmitted, with or without modifications, up to the Solicitation’s Due Date and Time.
5.1.4 Late Electronic Offers.  The Solicitation’s eResponse function in Austin Finance Online will not allow Electronic Offers to be submitted past the Solicitation’s Due Date and Time.
5.1.5 Opening Electronic Offers. The information regarding Electronic Offers will become available on or shortly after the Offer Opening Date and Time stated on the Solicitation’s Cover Sheet.  When Electronic Offers are opened, the names of each Offeror would be displayed within the Solicitation’s eResponse section.  For Solicitations conducted via Competitive Sealed Bidding, the Price Offer for each Offeror will also be displayed in the eResponse section.  
5.2 Hardcopy Offers.  Hardcopy Offers (physical documents including paper and flash drives) must be returned in a sealed envelope and shall be delivered to the City of Austin’s Purchasing Office at one of the following addresses, depending on the delivery method:
	Deliveries by US Mail
	Deliveries by Courier Services (e.g., Fedex, UPS, etc.) 
and In-Person Deliveries

	City of Austin
Purchasing Office
Response to Solicitation: IFB 8600 MLJ1000
P.O. Box 1088
Austin, Texas 78767-8845
	City of Austin, Municipal Building
Purchasing Office
Response to Solicitation: IFB 8600 MLJ1000124 W 8th Street, Rm 310
Austin, Texas 78701
Reception Phone:  (512) 974-2500




5.2.1 Due Date and Time for Hardcopy Offers.  Hardcopy Offers in response to this Solicitation shall be received by the City via one of the aforementioned delivery methods by the Offer Due Date and Time displayed in the Important Dates section of the Solicitation Cover Sheet.  The time stamp clock at the Purchasing Office reception desk shall be the official time of record for Hardcopy Offers.    
5.2.2 Withdrawing Hardcopy Offers.  See below for changes due to the  COVID-19 pandemic.  
5.2.3 Late Hardcopy Offers.  All Hardcopy Offers received after the Solicitation’s Due Date and Time will be rejected.  Late Hardcopy Offers that are inadvertently received by the City shall be returned to the Offeror.  It is the responsibility of the Offeror to ensure that their Offer arrives at the proper location by the Solicitation’s Due Date and Time.  Arrival at the City’s mailroom, mail terminal, or post office box will not constitute the Hardcopy Offer arriving on time.  The City may, at its sole discretion, receive a late Hardcopy Offer if the City’s misdirection or mishandling was the sole or main cause for the Hardcopy Offer’s late receipt at the designated location.
5.2.4 [bookmark: _Hlk38285575]Opening Hardcopy Offers. The City will open Hardcopy Offers on or shortly after the Offer Opening Date and Time stated on the Solicitation’s Cover Sheet.  When Hardcopy Offers are opened, the names of each Offeror would be read aloud.  For Solicitations conducted via Competitive Sealed Bidding, the Price Offer for each Offeror will be available to read aloud.  If no one is in attendance at the Solicitation Opening, the aggregate price will be read aloud, with the remaining Price Offer available for public inspection immediately following the Solicitation opening.  
5.3 Special procedures due to 2020 COVID-19 Pandemic.
5.3.1 Confirmation of Submittals – Due to the current Pandemic circumstances, the City is not able to provide written confirmation of Hardcopy Offers when they are received or able to verify receipt of Hardcopy Offers or provide signature confirmation of Offers delivered by common carriers.
5.3.2 [bookmark: _Hlk43292620]Withdrawing Hardcopy Offers – Hardcopy Offers may be withdrawn in writing or by email at any time prior to the Solicitations Due Date and Time.  Offerors must send emails to withdraw Offers to the following email address:	PurchasingAdmin@austintexas.gov
5.3.3 Solicitation Openings - Due to the current Pandemic circumstances, the City is not facilitating public attendees at Solicitation openings.  Instead, the City will conduct this Solicitation opening via live webcast at the following website: https://www.austintexas.gov/financeonline/afo_content.cfm?s=66 .
When conducting a Solicitation opening via webcast, the City will read the applicable information from Hardcopy Offers aloud and will referring the public to the Solicitation’s eResponse section to view the remaining Electronic Offers.
6 OFFER EVALUATION
6.1 Basis of Competition.  The City may compare bids based on the prices for individual line items, the prices for categories of line items or the aggregate price bid.  The City will choose the basis of competition that best meets the City’s needs for the resulting contracts. 
6.2 Price Evaluation.  Once the City determines the basis of competition, the City will sort the bids from low to high price.
6.3 Responsiveness Evaluation.  Once the low bid is identified, the City will evaluate the bid for responsiveness with all Solicitation requirements.  A bid is responsive if it complies with all Solicitation Instructions, scope and specifications.  If a bid is found to be nonresponsive, the City will set it aside and proceed with evaluating the next lowest bid for responsiveness.
6.4 Responsibility Evaluation.  Once the low responsive bid is identified, the City will evaluate the Offeror submitting the low responsive bid for their responsibility.  An Offeror is responsible if they have the financial and practical ability, resources, expertise, past performance and positive compliance history with all City ordinances.  If an Offeror is found to be non-responsible, the City will set their bid aside and proceed with evaluating the responsibility of the Offeror submitting the next low and responsive bid.  
6.5 Minor Informalities.  In conducting evaluations, the City may waive as an informality, any minor deviations in the Solicitation’s contents or in the Offers received, in procedure or in specifications, provided such deviations do not affect the Solicitation’s competition.

7 CONTRACT AWARD AND EXECUTION
7.1 Award Determination.  The City will award the contract to the responsible Offeror submitting the low responsive bid.  If the City receives a Bid from an offeror who has Local Business Presences and whose bid is within three percent of the lowest bid price received from an offeror who does not have Local Business Presence, the City may enter into a contract with the local vendor.  Local Business Presence is determined per the form in the Offer and Certifications Section of the Solicitation.
7.2 Multiple Awards.  If the City determines that multiple contracts are needed, the City will award one or more additional contracts to the responsible Offerors submitting the next lowest responsive bids.
7.3 Contract Execution.  Contracts within the City Manager’s authority will be awarded and executed simultaneously.  Contracts above the City Manager’s authority will be executed following their authorization by the Austin City Council.

8 ADMINISTRATIVE MATTERS
8.1 Solicitation File.  All documents included in this Solicitation, and all timely received Offers in response to this Solicitation, except for Offer contents deemed by Offerors to be proprietary and confidential, will be available for public inspections upon the publication of the City’s recommendation of award.  The recommendation of award will be posted in Austin Finance Online.
8.2 Debriefings.  Offerors may request a debriefing meeting to ask any questions concerning the Solicitation’s contents, process or the evaluation of their Offer.  Debriefing meetings are informal exchanges and may be requested anytime following the earlier of (i) after the contract resulting from this Solicitation is executed, or in the case of multiple awards, the last contract is executed; (ii) the date the Solicitation is cancelled.  Debriefings are not public called meetings in accordance with the Texas Open Meetings Act and are usually limited to a single Offeror and any of their representatives.  Only information regarding the Solicitation documents and the Offeror’s Offer in response to the Solicitation will be discussed.
8.3 Reservations.  The City reserves the right to: (i) specify approximate quantities in the Solicitation; (ii) extend the Solicitation due date and time; (iii) add additional terms or modify existing terms in the Solicitation; (iv) reject an Offer containing exceptions, additions, qualifications or conditions not called for in the Solicitation; (v) reject an Offer received from an Offeror who is currently debarred or suspended by the City, State, or Federal Government; (vi) reject an Offer that contains fraudulent information; (vii) reject an Offer that has material omissions; (viii) reject any or all Offers; (ix) procure any goods or services included in this Solicitation by other means; (x) consider and accept alternate Offers, if specified in the Solicitation, when most advantageous to the City; (xi) reject an Offer if prices in the Offer are unbalanced (some prices are significantly high and other prices are significantly low) and/or (xii) waive any minor informality in any Offer or procedure so long as the deviation does not affect the competitiveness of the Solicitation process.
8.4 Protests.  The Purchasing Officer has the authority to settle or resolve any claim of an alleged deficiency or protest.  The procedures for notifying the City of Austin of an alleged deficiency or filing a protest are listed below.  If you fail to comply with any of these requirements, the Purchasing Officer may dismiss your complaint or protest.
8.4.1 Protest regarding the Solicitation (Pre-Bid Protest).  Any protest regarding the Solicitation by the City shall be filed no later than five (5) days before the opening of Bids. Any protest filed after that date which raises issues regarding the Solicitation will not be considered. 
8.4.2 Protests regarding the evaluation of Bids.  Any protest regarding the evaluation of Bids by the City shall be filed with the City no later than five (5) days after the opening of Bids, or notification that the protestor’s status as a Offeror has changed, such as notification that a Bid has been rejected. Any protest filed after such date which raises issues regarding the evaluation will not be considered.
8.4.3 Protest Regarding Award of Contract (Post-Award Protest).  Any protest regarding the award of the contract shall be filed no later than ten (10) days after the date of award. Any protest regarding the award of the contract filed after such date will not be considered.  
8.4.4 You shall submit your protest in writing and it shall include the following information: (i) your name, address, telephone, and email address; (ii) the Solicitation number; (iii) the specific facts and/or law upon which the protest of the Solicitation or the award is based, including all pertinent documents and evidence thereto; and (iv) the form of relief requested.
8.4.5 Your protest shall be concise and presented logically and factually to help with the City’s review.
8.4.6 When the City receives a timely written protest, the Purchasing Officer will determine whether the grounds for your protest are sufficient. If the Purchasing Officer decides that the grounds are sufficient, the Purchasing Office will schedule a protest hearing, usually within five (5) working days. If the Purchasing Officer determines that your grounds are insufficient, the City will notify you of that decision in writing. 
8.4.7 The protest hearing is informal and is not subject to the Open Meetings Act. The purpose of the hearing is to give you a chance to present your case, it is not an adversarial proceeding. Those who may attend from the City are: representatives from the department that requested the purchase, the Department of Law, the Purchasing Office, and other appropriate City staff. You may bring a representative or anyone else that will present information to support the factual grounds for your protest with you to the hearing. 
8.4.8 A decision will usually be made within fifteen (15) calendar days after the hearing. 
8.4.9 The City will send you a copy of the hearing decision after the appropriate City staff has reviewed the decision. 
8.4.10 When a protest is filed, the City usually will not make an award until a decision on the protest is made. However, the City will not delay an award if the City Manager or the Purchasing Officer determines that the City urgently requires the supplies or Services to be purchased, or failure to make an award promptly will unduly delay delivery or performance. In those instances, the City will notify you and make every effort to resolve your protest before the award.
9	DEFINITIONS
Whenever a term defined by the Uniform Commercial Code, as enacted by the State of Texas, is used in the Contract, the UCC definition shall control, unless otherwise defined in the Contract.
“Addendum” means a written instrument issued by the Contract Awarding Authority that modifies or clarifies the Solicitation prior to the Due Date.  “Addenda” is the plural form of the word.
“Bid” means a complete, properly signed Offer submitted in response to this Solicitation, which if accepted, would bind the Offeror to perform the resultant Contract.
“City” means the City of Austin, a Texas home-rule municipal corporation.
“Competitive Sealed Bidding” means the competitive process described within an Invitation for Bids, wherein the City invites Offerors to submit bids to supply the City with the Goods and/or Service describes in the Solicitation document, where the City will award the resulting contract to the responsible Offeror submitting the low responsive bid.
“Invitation for Bids (IFB)” means a complete packet of documents describing the City’s competitive sealed bidding process, including but not limited to Solicitation instructions, Standard and Special contract terms and conditions, and the submittals necessary for Offerors to respond to the Solicitation.
“Offer” means a complete signed response to a Solicitation including, but not limited to, an Invitation for Bids.
“Offeror” means a person, firm, or entity that submits an Offer in response to this Solicitation.  Any Offeror may be represented by an agent after submitting evidence demonstrating the agent’s authority.  The agent cannot certify as to his own agency status.  
“Price and Pricing Submittal” means a document, submitted by an Offeror in response to this Solicitation, containing unit and extended Bid prices for one or more of the Goods and/or Services identified by in the Prices and Pricing Submittal document.
“Purchasing Office” refers to the Purchasing Office in the Financial Services Department of the City.
“Purchasing Officer” means the director of the Purchasing Office and the principle recipient of procurement authority from the City Manager.
“Responsible Offeror” means the financial and practical ability of the Offeror to perform the Contract and takes into consideration resources, expertise, and past performance of the Offeror as well as compliance with all City ordinances concerning the purchasing process.
“Responsive” means meeting all the requirements of a Solicitation.
“Solicitation” means this Invitation for Bids or IFB.
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