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Annual Supply Contract


1. Scope Of Services:

Services under this contract are for furnishing Maintenance Supplies for delivery to the VIHA Central Warehouse located at 402 Anna’s Retreat, St. Thomas, U.S. Virgin Islands.  The Authority on a quarterly basis will requisition supplies.  The term of this contract is one year.

2. General Information: 

a. Prospective bidders are required to complete the appropriate Material Bid Sheet for the specific commodity they are interested in bidding on. 

b. The contractor agrees to provide each listed item at the submitted “unit price”.

i. The Authority guarantees the purchase of the “minimum” quantities for each item listed. 

ii.  The Authority reserves the right to purchase up to the “maximum” quantities for each item listed.

iii. The contractor is responsible for all transportation costs related to the delivery of the supplies to the Central Warehouse.

c. The contractor shall have the capability to supply and deliver the quantities identified for any particular item.  

d. A purchase order will be issued to requisition the items on a quarterly basis.  

e. The contractor MUST insure delivery of all requisitioned items within 30 days.

3. How To Respond To This Bid: 

Bid Preparation:

a. Material Bid Sheet, the prospective bidder shall:

i. The Contractor’s name shall be inserted on the line provided.

ii. Enter the unit price for each item in column (g).

iii. Enter the bid amount for each item in column (h).  The bid amount is calculated by multiplying the minimum quantity, column (c) by the unit price, column (g).

iv. If an “or equal” product is being provided, place a check mark in column (i).

v. Compute total bid price at the bottom of each page

b. Summary Material Bid Sheet, the prospective bidder shall:

i. List the “Total Page Bid Amounts” for each page.

ii. List the Total Bid Amount.  The Total Bid Amount is the addition of all of the Total Page Bid Amounts.

c. Bid documents shall be sealed in an envelope, which shall be clearly labeled with the words “Bid Documents Materials”, the IFB Name and number and show the name of the bidder, date and time of opening.

d. Proposed costs will be accepted by the VIHA in “hard copy” format ONLY.  Any bidder that responds differently will be rejected without further consideration.


Submission Conditions:

e. DO NOT FOLD OR MAKE ANY ADDITIONAL MARKS, NOTATIONS OR REQUIREMENTS ON THE DOCUMENTS TO BE SUBMITTED! 

f.  Bidders are not allowed to change any requirements or forms contained herein, either by making any additional marks, notations or requirements. 

Pre-Bid Conference:

g. The scheduled pre-bid conference identified in this document is not mandatory. Many prospective bidders have previously responded to an IFB and feel comfortable in doing so without attending the pre-bid conference.  The purpose of this conference is to assist prospective bidders in having a full understanding of the IFB documents so that he/she feels confident in submitting an appropriate bid; therefore, the VIHA Procurement Contract Officer will conduct an overview of the IFB documents, including the attachments. Prospective bidders may also ask questions, though the Procurement Contract Officer may require that some such questions are delivered in writing prior to a response. 

Bid Submittal Documents: 

It is the responsibility of each bidder to verify that he/she has submitted the following documents (the original and two (2) copies) pertaining to this IFB: 

h. HUD-5369-C (8/93), Certifications and Representations of Offerors, Non- Construction Contract

i. Bid Form with original signature.

j. Notarized Statement of Bidder’s Qualifications

k. Fully completed Material Bid Sheet(s) with original signature

l. Fully completed and notarized Non-Collusive Affidavit.

m. Signed copies of each addendum, if any issued 

Public Bid Opening:

n. On the date and time set as the submittal deadline, the VIHA will read aloud the amount of each of the bids submitted, and will distribute to any person in attendance a copy of such.  By doing so the VIHA is not stating who is the successful bidder(s), but is merely complying with the HUD regulation and State statute pertaining to a public bid opening.  The VIHA will then, as detailed following, conduct a full evaluation of all bids submitted and will, at the conclusion of such evaluation, inform all bidders as to the ensuing award and the information submitted by each bidder and any decisions the VIHA made pertaining to each such item. 

Evaluation Method:

o. The following evaluations will be conducted following the public bid opening and will not be conducted in the presence of any of the bidders.
i. Each bid received will first be evaluated for responsiveness (i.e. meets the minimum of the requirements).  
ii. The apparent low bidder will be evaluated to insure “responsibleness”

iii. Each bid / item will be evaluated for cost reasonableness.
4.
CONTRACT AWARD: 

If a contract is awarded pursuant to this IFB, the following detailed procedures will be followed: 

Upon final completion of the bid evaluation process, the Procurement Contract Officer will formulate and forward to the Executive Director for approval a written award recommendation. The Executive Director may choose to approve the award or the  Executive Director may approve staff to take the award recommendation to the Board of Commissioners at a scheduled board meeting for approval (typically for contracts with a total value greater than $50,000).  If so, the VIHA Board will then make its determination of whether or not to follow the Executive Director's recommendation. If the recommendation is followed and the successful bidder is approved for award, all bidders will receive written correspondence stating such. 

Contract Period:

It is anticipated that the VIHA will initially award a contract to perform these services for a period of 12 months, with, at option of the VIHA, up to 2 additional 6-month renewal periods. 

Licensing Requirements:

Prior to award (but not prior to submission of the bid) the successful bidder will be required to provide: 

· A copy of the bidder's business license allowing that entity to provide such services within the Virgin Islands; 

· If applicable, a copy of the bidder's license issued by the Virgin Islands licensing authority allowing the bidder to provide the services detailed herein. 

· The requested information shall also be entered where provided for on the Statement of Bidders Qualifications Form (DO NOT ATTACH SUBMIT COPIES WITHIN THE BID SUBMITTAL--we will garner the necessary certificates from the successful bidder prior to contract execution). 

5.         BILLING/PAYMENT METHODS: 

Billing Invoice 

As may be further detailed within the contract, to receive any payment due to the successful bidder, he/she shall submit to the VIHA an invoice, detailing and formatted as follows (at a minimum): 

1.    Company name, address, telephone number,

2.    Invoice number,

3.    VIHA contract number/Purchase Order number

4.    Detail of supplies being billed at the appropriate rates. 

6.
CONTRACT SERVICE STANDARDS: 

All work performed pursuant to this IFB must conform and comply with all applicable local, state and federal laws.

7.
VIHA'S RESERVATIONS OF RIGHTS: 

A.
The VIHA reserves the right to reject any or all bids, to waive any informality in the IFB process, or to terminate the IFB process at any time; if deemed by the VIHA to be in its best interest.

B.
The VIHA reserves the right not to award a contract pursuant to this IFB. The VIHA reserves the right to terminate a contract awarded pursuant to this IFB, at any time for its convenience, upon 10 days written notice to the successful bidder.

C.
The VIHA reserves the right to determine the days, hours and locations that the successful bidder shall provide the items called for in this IFB.

D.
The VIHA reserves the right to retain all bids submitted and not permit withdrawal for a period of 90 days subsequent to the deadline for receiving bids.

E.
The VIHA reserves the right to negotiate the fees proposed by the bidder entity.

F.
The VIHA reserves the right to reject and not consider any bid that does not meet the requirements of this IFB, including but not necessarily limited to incomplete bids and/or bids offering alternate or non-requested items.

G.
The VIHA shall have no obligation to compensate any bidder for any costs incurred in responding to this IFB.

H.
The VIHA shall reserve the right to at any time during the IFB or contract process prohibit any further participation by a bidder or reject any bid submitted that does not conform to any of the requirements detailed herein.  By obtaining this document, each prospective bidder is thereby agreeing to abide by the terms and conditions listed within this document and the attachments, and further agrees that he/she will inform the Procurement Contract Officer in writing within 5 days of the discovery of any item listed herein or of any item that is issued thereafter by the VIHA that he/she feels needs to be addressed. Failure to abide by this time frame shall relieve the VIHA, but not the prospective bidder, of any responsibility pertaining to such issue. 

8.
INTERPRETATIONS: 

No oral interpretation will be made to any bidder as to the meaning of specifications. Every request for an interpretation shall be made in writing and any inquiry received ten or more days prior to the date fixed for the opening of the bids will be given consideration. Interpretations will be in the form of addenda, which will be on file in the offices of the local authority at least seven days before the bids are opened; it shall be the Bidder’s responsibility to make inquiry as to the addenda issued. All such addenda shall become part of the contract and all bidders shall be bound by such addenda, whether or not received by the bidders.

10.
TIME FOR RECEIVING BIDS:

A. Bids received prior to the time of opening will be securely kept, unopened. The officer whose duty it is to open them will decide when the specified time has arrived and no bid received thereafter will be considered; except that when a bid arrives by mail after the time fixed for opening, but before award is made, and it is shown that to the satisfaction of the officer authorized to make the award that the non-arrival on time was due solely to delay in mail to which the Bidder was not responsible, such bid will be received and considered. No responsibility will attach to an officer for the premature opening of a bid not properly addressed and identified. Unless specifically authorized, telegraphic bids will not be considered, but modification by telegraph of bids already submitted will be considered if received prior to the hour set for opening and written confirmation of such modification over the signature of the bidder is placed in the mail and post marked prior to the time set for the bid opening.

B. Bidders are cautioned that while telegraphic modifications of bids may be received as provided above, such modifications, if not explicit and if any sense subject to misinterpretation shall make the bid so modified or amended subject to rejection.

11.
OPENING OF BIDS: 

At the time and place fixed for the opening of bids, every bid received within the time fixed for receiving bids will be opened and publicly read aloud, irrespective of any irregularities therein. Bidders and other persons properly interested may be present, in person or by representative.

All Bids shall be received at the VIHA Central Office on St.Thomas and will be read aloud along with St. Croix via telephone conference.

A.
The VIHA reserves the right to make award to one bidder or to multiple bidders, whichever the VIHA determines to be in its best interests.  The purpose of the ensuing contract will be to formalize the agreement between the VIHA and the supplier that the VIHA will reserve the right to, on an as-needed basis, and pursuant to at terms and conditions detailed herein, procure certain items from the supplier. Even though the contract will list a not-to-exceed amount, the contract will not be a guarantee that the VIHA will procure such items, only that the VIHA will do so if it decides at any time during the contract period that it is in its best interests to do so. 

B.
The contract will be awarded to the responsible Bidder submitting the lowest proposal complying with the conditions of the Invitation for Bids, provided this bid is reasonable and it is to the interest of the local Authority to accept it. The Bidder to whom the award is made will be notified at the earliest practicable date. The VIHA however, reserves the right to reject any and all bids and to waive any informality in bids received whenever such rejection or waiver is in the interest of the VIHA.

C.
The VIHA is prohibited from making any awards to Bidders or Firms, which are on the list of suppliers ineligible to receive awards from the United States, as furnished from time to time by HUD.

D.
The VIHA also reserves the right to reject the bid of any Bidder who has previously failed to perform properly or, to complete on time contracts of a similar nature who habitually and without just cause neglected the payment of bills or otherwise disregarded his or her obligations to subcontractors, material suppliers or employees.

14.
INDEFINITE QUANTITY/INDEFINITE DELIVERY CONTRACT:

The contract that will result from this Invitation for Bid will be an Indefinite Quantity/      Indefinite Delivery Contract in that a minimum quantity and a maximum quantity will be      stipulated for each item. VIHA will purchase at least, the minimum amount as defined       in the Material Bid Sheet. If the amount stated as the minimum is utilized by the VIHA within the contract period and additional items are needed, the contractor agrees to supply these items, up to the maximum stated at the same price.  However, the VIHA reserves the right to procure such items from any other source if the delivery schedule is not strictly adhered to.  By responding to this IFB, the bidder is making an offer to supply the items to the VIHA in accordance with the terms and conditions stated herein.

15.       NON-ESCALATION OF COSTS:

By submitting a bid each bidder guarantees to hold and not increase pricing submitted in response to this IFB. There is no provision for escalating costs pertaining to this IFB.   If the contractor fails to adhere to non-escalation of costs, the VIHA reserves the right to select another contractor that offers the items more cost effectively.  

p. HUD-5369-C (8/93), Certifications and Representations of Offerors, Non- Construction Contract

q. HUD-5369-B (8/93), Instructions to Offerors, Non-Construction

r. Statement of Bidders Qualifications

s. HUD-5370-C (5/92), General Contract Conditions, Non-Construction;

t. Bid Form with original signature.

u. Notarized Statement of Bidder’s Qualifications

v. Fully completed Material Bid Sheet(s) with original signature

w. “Or Equal” Form (if needed)

x. Fully completed and notarized Non-Collusive Affidavit.

y. Signed copies of each addendum, if any issued 
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