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	The University of West Florida

11000 University Parkway

Building 20E
Pensacola, FL 32514-5750

An EO/Access/AA Employer

03/12/2012
	DEPARTMENTAL REQUEST FOR QUOTATION

THIS IS NOT AN ORDER-READ CONDITIONS ON PAGE 2.

	
	
	IMPORTANT: PRICES QUOTED ARE F.O.B. U.W.F.

Identify inquiries By Quote Number

	
	
	RFQ #:
	REPLY BY: 

	
	
	REPLY TO:
	ISSUE DATE: 

	SECTION BELOW MUST BE FILLED IN BY VENDOR COMPLETELY

	VENDOR NAME:
	AREA CODE/PHONE #:

	VENDOR MAILING ADDRESS:
	TOLL FREE #:
	FAX #:

	CITY-STATE-ZIP:
	FEI #(FEDERAL EMPLOYER ID):

	ITEM
	QTY & UNIT
	                                       DESCRIPTION                                             UNIT
                                                                                                         PRICE
	TOTAL

	
	
	
	

	
	       Terms:
	NET 30-UNLESS OTHERWISE INDICATED             GRAND TOTAL:
	

	TYPED NAME OF REQUESTOR:


	DATE:


	SIGNATURE:

	VENDOR TO COMPLETE:   We submit the above prices and agree to make a delivery in ______ days from receipt of order.  This offer is good for 45 days from the limitation date set for reply.  My terms for payment are as follows: _______________. In submitting the above it is expressly agreed that upon proper acceptance of any or all items by The University of West Florida, a Purchase Order shall be created.  The University of West Florida may reject any and all quotes and/or requote the entire offering.

	TYPED NAME OF VENDOR:
	DATE:
	SIGNATURE:


INFORMATION, INSTRUCTIONS, AND CONDITIONS

1. 
RFQ is to be typewritten or printed in ink, signed in ink by an authorized individual and returned by the time and date shown on the first page of the RFQ.

2.
Prices are to be stated in unit of quantity with shipping included. Each item must be priced separately. Unit price, extension and grand total must be shown. In case of error in extension of prices, the unit price will govern.
3.
Any manufacturers’ names, trade names, brand names, and/or catalog numbers listed in the specification are for information and not intended to limit competition. The respondent may offer any brand which meets the specifications and for which it is an authorized representative. Measurements appearing in these specifications are not intended to preclude items with metric measurements. If alternate products are quoted, the manufacturer's name and number must be indicated and cuts, sketches, descriptive literature, and/or complete specifications must be submitted with quotation. Reference to literature submitted previously will not satisfy this provision. The University of West Florida (hereinafter referred to as UWF) reserves the right to determine acceptance of item(s) as an acceptable alternate. Quotations which do not comply with these requirements are subject to rejection. Those lacking any written indication of intent to bid an alternate brand will be received and considered in complete compliance with the specifications as listed in the RFQ.  

4.
If descriptive matter is attached, vendor’s name must be on each separate sheet.

5.
In the best interest of UWF, the right is reserved to make award(s) by individual item, group of items, all or none, or a combination thereof. When time is of the essence, the best delivery date offered will be taken into consideration in awarding of this order.
6.
UWF is exempt from State Sales tax and Federal Excise Tax; including transportation and sales and use taxes. However, Contractors who purchase materials which will be used in the construction of a state-owned building will not be exempt from the sales tax on these materials. In case of purchase of materials to be incorporated in the work which are subject to federal excise tax, UWF will furnish to the contractor the necessary Federal Excise Tax Exemption Certificate upon receipt of a copy of the supplier’s invoice showing the item or items, the net price, and federal excise tax separately. The respondent shall take these factors into consideration in preparing a quotation, including therein the cost of the state sales and use tax on materials, but excluding the cost of those taxes not applicable.
7.
UWF is a full time educational institution, and is therefore qualified for normal educational discounts. UWF is also a unit of the State of Florida and should receive the benefit of state government pricing (where such prices are lower than educational prices).

8.
The Vendor, in accepting this contract, attests that it is in compliance with the nondiscrimination clause contained in Section 202 of Executive Order 11246, as amended by Executive Order 11375, relative to equal employment opportunity for all persons without regard to race, color, religion, sex, or national origin, and the implementing rules and regulations prescribed by the Secretary of Labor, Veteran’s Act 38USC4212, Section 503-Rehabilitation Act of 1973, Title I of the Americans with Disabilities Act of 1990 42USC12101, and the University’s policy contained in 6C9-4, 15, Administrative Procedures Act, relative to Sexual Harassment, are incorporated herein.

9.
UWF reserves the right to reject any and all quotes, to waive any informalities and to accept or reject any items offered. 
10.
Time, in connection with discount offered, will be computed from date of delivery of the supplies or materials to carrier when final inspection and acceptance are at point of origin; or, from date of delivery at destination when final inspection and acceptance are at that point; or, from the date correct invoice is received, if the latter is after date of delivery.

11.
In the case of default of the contractor, UWF may procure the articles or services from other sources and hold the contractor responsible for any excess occasioned thereby.

12.
Unless otherwise indicated on the face of this form, it is understood and agreed that any item offered or shipped on this quote is to be new or in first class condition, and that all containers shall be new and suitable for storage or shipment.

13.
It is agreed by the parties hereto that delivery by the vendor to the common carrier does NOT constitute delivery to UWF or department thereof. It is further agreed that UWF accepts title only when received in acceptable condition, regardless of F.O.B. point.

14.
UWF’s Prompt Payment Policy provides that UWF has five working days to inspect and approve goods/services, unless specifications of the Purchase Order state otherwise. If payment is not available within 40 days, measured from the latter of the date the invoice is received or goods/services are received, inspected and approved, a separate interest penalty payment at a rate established under Florida Statutes Section 55.03(1) will be due and payable in addition to invoice amount. The interest penalty will only be applied on the unpaid balance from the expiration of such 40-day period until such time as the payment is issued to the vendor. Invoices returned to vendor due to preparation errors will not start until a properly completed invoice is provided to the agency. A vendor ombudsman, whose duties include acting as an advocate for vendors who may be experiencing problems in obtaining timely payment(s) from UWF may be contacted at (850) 474-2637.
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