SPECIAL INSTRUCTIONS TO OFFEROR(S)
SOLICITATION NO. S32-S23613

1.0	SUBMITTAL PROCEDURE:

1.1	Sealed bids, two (2) hard copies of the Bid package, including one (1) printed original must be signed in ink on the Official Signature Page by an authorized officer of the Offering Company. Additionally, the Bid package must include the hard copy of the Electronic Bid Form and five (5) additional electronic CD copies of the Bid Forms as referenced in Section 2.3 below are required to be submitted in a sealed envelope/box bearing the assigned Solicitation Number, located on the first page of the BVB document to:

	City Secretary’s Office		
	City Hall Annex, Public Level					
	900 Bagby St.						
	Houston, Texas 77002

1.2	The deadline for the submittal of the Bid to the City Secretary’s Office is no later than the date and time as indicated on the first page of the BVB document.  All bids will be opened and publicly read in the City Council Chamber, City Hall Annex, Public Level, 900 Bagby St. at 11:00 AM on the solicitation due date. Failure to submit the required number of copies as stated above may be subject for disqualification from the BVB process.

1.3	Respondents may elect to either mail or personally deliver their Bids to the City Secretary’s Office.

1.4	The City of Houston shall bear no responsibility for submitting responses on behalf of any Offeror.  Offeror(s) may submit their Bid to the City Secretary’s Office any time prior to the stated deadline.

2.0	BEST VALUE BID FORMAT:  

2.1	The Bid should be electronically generated, printed and signed in original ink.  The bid should not be submitted in elaborate or expensive binders.  Legibility, clarity, and completeness are important and essential.

[bookmark: _GoBack]2.2	The Bid must be signed by an individual(s) legally authorized to bind the Offeror(s), and the City may accept this bid offer by issuance of a Contract to the said Offeror(s) at any time on or before the 180th day following the day this Official Bid Form is opened by the City.  This offer shall be irrevocable for 180 days, but shall expire on the 181st day unless the parties mutually agree to an extension of time in writing.

2.3	The complete Bid packet shall consist of the following items:

	TABLE 1 – REQUIRED BID FORMS

	Signed Official Signature Page (Exhibit L)

	Hard Copy of Solicitation Document

	Hard Copy of Excel Bid Sheet (Exhibit Nos. XX & XL)

	Hard Copy Final Tabulation Sheet (Exhibit K)

	* Affidavit_of_Ownership

	* Fair_Campaign_Ordinance

	* Statement_of_Residency

	* Conflict_of_Interest_Questionnaire

	Contractor’s Questionnaire – Exhibit I

	References of Experience – Exhibit J

	List of Subcontractor(s)

	* MWBE Forms

	Expertise/Experience/Reliability Statement

	Certifications/Licenses (If applicable) & Resumes of Key Personnel 

	Financial Statements 

	Five (5) Electronic CD Copies or Two (2) USB Drive Copies
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