 May 24, 2010
Invitation to Bid

AT:LAST, Inc.--the Maryland Assistive Technology Cooperative welcomes your competitive bid on any or all of the assistive technology and instructional technology products/product lines listed.  Our Maryland membership currently includes all 24 public school systems, numerous colleges and universities, and many private facilities and agencies throughout the state, as well as the government of the District of Columbia.  Our public schools alone serve over 100,000 students with IEP’s!  
THERE ARE SIGNIFICANT CHANGES EFFECTIVE WITH THIS BID
Last August we decided to hold our bid annually. We still want to put our bid out annually, however we need to shift the dates to accommodate our school systems.  As a result this bid will cover almost eight months, the period August 16, 2010 to March 31, 2011.   In addition, we are seeking bids (1) for Maryland only, (2) for national distribution, or (3) for national distribution with exceptions.
 Because our members vary greatly in size, they order in varying quantities. Therefore we are providing space on the attached bid spreadsheets to distinguish different prices for different quantities ordered.  Please note that the items listed on the bid are those products that members have ordered (or for which they have sought pricing) during the last eighteen months and do not represent a guarantee of a particular quantity being purchased in the future.   
Bidding Procedures

Please read all documents thoroughly.

Bid Participation

· The bid can be downloaded from the home page of www.matcoop.org in either pdf or Excel format. Please use the pdf version if you will be clearly handwriting your response. You may use the Excel format if you want to type in your bids; however, when returning your bid, please include a CD along with your printed bid so we can assure uniformity of printing for bid comparison. Do NOT alter the structure of the spreadsheet. Any additional comments or clarifications should be on a separate sheet with reference to the bid page number.

· Sealed bids must be received at 7050 Oakland Mills Road, Suite 160, Columbia, MD 21046 by 12:00 noon Eastern Daylight Savings Time on Thursday, June 17, 2010. Bids received after that time will be disqualified. Faxed or e-mailed bids will not be accepted. It is the bidder’s responsibility to ensure that the bid is delivered to the proper place prior to the scheduled opening time of 12:00 noon.

· Products are organized alphabetically by MANUFACTURER on the bid spreadsheets. There is a separate spreadsheet for vision-related products.  
· Any clarification or explanation desired by the bidder, regarding the meaning or interpretation of the Invitation for Bid, or any part thereof, must be made in writing and transmitted by fax to 410-290-1012, or by email to purchasing@matcoop.org by 1:00pm EDT on Tuesday, June 1, 2010 to allow sufficient time for a reply to reach all prospective bidders before the time and date scheduled for the return of the bid.  
· Pricing will be effective from 8/16/10 to 3/31/2011.  Should a manufacturer increase charges to a winning distributor/vendor during the effective period, adjustments will be allowed through discussion with the Maryland A.T. Co-op’s Executive and Purchasing Directors.  Documentation may be requested.

· You may bid on as many or as few products as you like. 

· For “no-bid” items, please do not enter zero, “no-bid,” etc. Leave blank. IF AN ENTIRE PAGE IS BLANK, DO NOT SUBMIT IT.
· If you believe there are any errors or omissions in current list price information stated, please indicate so on your response sheet.  We would also welcome this information ASAP by email to communications@matcoop.org so that we can determine whether it is necessary to inform all bidders.

· Return the original and one copy of the completed ‘Bidders Information Sheet’ with your bid response.  Note minor adjustments made to this form. 
· Be sure to state your shipping and handling charges as either a percentage of total, a flat fee, or a graduated scale (specify).  Bids will not be considered complete without shipping and handling charges.  If you are not charging shipping and handling, please state this prominently.  For flat fees, indicate whether the shipping and handling is per order or per item.

Several options are effective with this bid. You may:

1) State a flat percentage discount for an entire product line or one percentage for hardware and another percentage for software. (Use the designated space at the top of each product line.) While every effort has been made to break out products which would typically have a different dealer discount than the rest of a product line, you may identify any that may have been missed in order to not negatively affect the discount on the remaining products. 

2) Bid on individual products within a manufacturer’s line by:

a. Stating a price, regardless of quantity (Place your bid in the <5 column and draw a horizontal line through the other two columns.)  
Ex:      <5             5-24               25+


      $12 ----------------------------------(
      OR

b. Assigning different rates to different quantities listed.

You must indicate whether your bid applies to sales in Maryland ONLY, Nationally, or  Nationally with Exceptions by placing an X in the appropriate box to the left of EACH product line.  
Bid Processing:  Prior to the opening of the bids, your bid’s arrival will be acknowledged within 36 hours of the day it is received, unless it arrives on a Friday or holiday.  Please resist the urge to call. Barring unforeseen circumstances, winning bids will be acknowledged by fax or e-mail by 1:00 pm EDT on June 24, 2010.  Please note that successful bidders will be asked to complete and return a form acknowledging that bid results are correct and providing additional information to make the ordering process go smoothly.
Although this bid is effective for 7.5 months, bid responders may also be contacted between bids for quotation on new or additional items.


Please note:  
· Items listed on the bid will not necessarily be included in our Discount Pricing Booklet if we feel the winning bid does not represent a reasonably significant discount.  
· We do not publish prices on our website, as you have requested.

Thank you again for your continuing support of our efforts to see individuals progress through the use of Assistive Technologies! 

BID PREP CHECKLIST TO AVOID ERRORS
___ My company name is in the upper right hand corner of each page.

___ I am only submitting pages which have items or product lines on which I’m bidding. (No blank pages, no copies of directions, etc.)

___ I am submitting an original and one copy of my bid with the pages paper clipped together – NOT stapled.

___ For each product line, I have X’d the appropriate box to indicate whether my bid applies to sales in Maryland ONLY, Nationally, or Nationally with Exceptions.  

___ If I typed my entries onto the Excel format version of the bid, I have included a CD to assure the pages conform to the format of the pdf version.

___ I have completed, signed, and included in my bid packet an original and one copy of a revised Bidder Registration and Certification Form, even if I have been a previous bid winner.

___ If I stated a shipping/handling fee as a flat dollar amount rather than a percentage, I have clearly indicated whether it is per item or per order.

___ If I am offering free shipping, I have clearly indicated so.

___ I’ve written legibly.

___ If I am making one bid for all quantities, I’ve identified this by drawing a long arrow through to 25+.

___ I have shipped my bid in a sealed opaque envelope to arrive by the opening (12:00 noon Eastern Daylight Savings Time on Thursday, June 17, 2010) to
AT: LAST, Inc.

7050 Oakland Mills Road, Suite 160,
Columbia, MD  21046

Please label-- ATTN: BID ENCLOSED
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