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REQUEST FOR QUOTATION (RFQ) 
INSTRUCTION SHEET

Through this RFQ, the Southwest Tennessee Community College (SWTCC) seeks to procure chartered bus services at the most favorable, competitive prices. 
The following are requirements to respond to this RFQ and should be used as a strict guideline in the preparation of a bid.  Each Bidder must complete and include the following RFQ forms in order for the quotation to be considered valid (failure to provide the items indicated that are required to return with the Bidder’s RFQ Response may result in bid disqualification):

1. [bookmark: _Hlk503347563]Attachment #1 – This Instruction Sheet – To be used as information purposes only and does not need to be included in the Bid Submittal.
2. Attachment #2 – Southwest Tennessee Community College (SWTCC) Certification of Quotation/Proposal.  Bidders are required to provide the authorized signature of the Bidder, along with Bidder’s name clearly printed or typed and Bidder’s title clearly printed or typed.  Additionally, Bidder to complete the boxes of information at the bottom of the attachment that covers the Type of Business, the Annual Sales, the Business Ownership and the Ownership Ethnicity boxes by checking one selection per box. Return with Bid Submittal.
3. Attachment #3 – RFQ Bid Sheet – Bidders are required to complete this form in its entirety, including initially indicating the Bidder is willing to extend their prices to all of the Colleges of Tennessee listed in Attachment 7 AND how many days the rates quoted will be honored.  Clearly print the name and address of the Bidding Firm, and the name, phone number & email address of the contact person, and sign and date this form.  Without a signature on this form, a bidder’s response will be considered invalid and shall be rejected.  Return completed and signed form with Bid Submittal.
4. [bookmark: _Hlk503444160]Attachment #4 & #4a – Specifications and Pricing Spreadsheet - Bidders are required to provide pricing, Installation/Assembly costs (if applicable), and shipping for 1 year using the specification and pricing sheet provided (Attachment #4 must be returned in its original excel format, do not alter format).  Return completed form with Bid Submittal.
5. Attachment #5 – RFQ Terms and Conditions - To be used as information purposes only and does not need to be included in the Bid Submittal.
6. Attachment #6 – Request for Vendor Registration - Bidders are requested to complete the TBR Total Supplier Management (TSM) vendor registration process and become a registered vendor. Bidders must register at the link provided and include the suppler registration number with the Bid Submittal (S#).
7. Attachment #7– List of Colleges - To be used as information purposes only and does not need to be included in the Bidder Submittal.
8. Attachment #8 – Pro Forma Contract – If the good/service being requested will be for a term period and/or service, the College will send the successful Bidder the pro forma contract to sign with the specifics detailed related to what is being requested in this RFQ.  Any proposed alternatives, revisions or additions to the Pro Forma Contract must be made in writing and included with the Bid Submittal.   Should the Bidder fail to include proposed alternatives, revisions or additions to the Pro Forma with its RFQ Response, such alternatives, revisions or additions may not be considered.   A Response that limits or changes any of the terms or conditions contained in the Pro Forma Contract may be considered non-responsive.  
9. Insurance - Bidder shall supply to SWTCC it’s certificate of insurance.  The Bidder’s commercial general liability policy shall provide coverage which includes, but is not limited to, bodily injury, personal injury, death, property damage and medical claims, with minimum limits of $1,000,000 per occurrence, $3,000,000 in the aggregate.  The Successful Bidder shall maintain workers’ compensation coverage or a self-insured program as required under Tennessee law.  The Successful Bidder shall deliver to SWTCC both certificates of insurance no later than the effective date of the Purchase and/or Contract.  If any policy providing insurance required by the Contract is cancelled prior to the policy expiration date, the Contractor, upon receiving a notice of cancellation, shall give immediate notice to the Institution.  

Each Bidder should submit either electronically or hard copy with the submission clearly marked: “RFQ 26-0002”.  Submissions may be returned as follows: 

Electronic Submissions: 			Physical Submissions:
purchasing@southwest.tn.edu		Michelle Simpson or Melissa Street
Purchasing & Auxiliary Services
Southwest Tennessee Community College
5983 Macon Cove, Suite 2002
Memphis, TN 38134

It is the responsibility of the Bidder to ensure documents are delivered and accessible per deadline.  Late submissions will not be considered/accepted, including any delays from common carriers.

Please direct any questions to: purchasing@southwest.tn.edu, Southwest Tennessee Community College Purchasing & Auxiliary Services.  Communication with anyone other than SWTCC Purchasing shall cause the bidder to be disqualified from the procurement.  

Note:  If there is a question/answer period detailed in the RFQ, the College will provide bidders with the questions/responses or an updated RFQ if that is warranted.  The Questions/Responses are to be used as information purposes only and do not need to be included in the Bid Submittal. If there were no questions received, nothing additional will be shared with the Bidders.
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