Coop Committee Meeting

Wednesday, March 1, 2017 2:00 PM

Executive Committee Meeting ESU No. 11 412
West 14th Avenue Holdrege, NE 68949 DL
Sites: ESU 11 (host) ESUs: 3,4, 5,6, 7, 10, 13,
18, 19

6949 South 110th Street

LaVista, NE 68128

1. Call to Order
Committee Chair - Paul Tedesco
2. Roll Call
Committee Chair - Paul Tedesco
3. Agenda Item
Committee Chair - Paul Tedesco
3.1. Consent Items
Committe Chair Tedesco
3.2. Program Updates
Committee Chair - Paul Tedesco
3.2.1.  Annual/Paper Buy
Committee Chair - Paul Tedesco
3.2.1.1. Multi-State Participation

3.2.2. Specials Buys
Committee Chair - Paul Tedesco
3.2.2.1. Food Bid

3.2.3. AEPA
Committee Chair - Paul Tedesco
3.3. Future Efforts
Committee Chair - Paul Tedesco
3.4. Statewide Communications
Committee Chair - Paul Tedesco
3.5. Coop Strategic Plan
Committe Chair Tedesco
3.5.1.  Historical Data on Admin Fees & Vendor Bidding

3.6. Policy & Procedures
Committee Chair - Paul Tedesco
3.6.1.  Approve Coop Procedures Manual
Committee Chair - Paul Tedesco
4. Next Meeting Agenda Items
Committee Chair - Paul Tedesco



5. Executive Session

6. Adjournment
Committee Chair - Paul Tedesco



AEPA Assessment Invoice

Agency: ESUCC Cooperative Purchasing

2016

Address: 1292 East 4th Street

City,State, Zip Ainsworth, NE, 69210

Contact Name: Craig Peterson

Contact Email:  craig.peterson@esucc.org

Contact Phone: 308-995-0665

Complete the Fees Received Worksheet

Total Administrative Fees Received
(From Fees Received Worksheet)

Admin Rate 12/31/2016
Total Sales
Assessment Rate
Assessment Fee
Assessment

Total Amount Due

| certify that the above information is true and accurate.

Signature:

$ 89,050.72

2%

$ 4,452,536.00

0.0003

Date:

$

1,335.76

$1,500.00

$2,835.76

Return a copy of this invoice and the fees received worksheet with your check made out to AEPA Inc. to:

Tamra Hurst, %Stark County ESC, 2100 38th Street NW, Canton, OH 44709

Payment is due by April 7, 2017.


mailto:craig.peterson@esucc.org

Administrative Fees Received in Calendar Year 2016

Date Vendor Amount

CDW-G $ 29,508.37
Daktronics $ 164.36
Dude Solutions $ 2,413.21
Independent Stationers/ EPIC Bus Essentials $ 225.25
Konica Minolta Bus Solutions $ 9,162.71
Midwest Technology $ 268.18
MNJ Technologies $ 1,326.80
Quill $ 8,888.15
School Specialty #015- B Instructional, Science $ 27,757.16
School Specialty #014- A Furniture $ 126.26
School Specialty #014-F Sports $ 74.78
School Specialty #014-B Ind Arts $ 11.80
Staples $ 5,946.70
Troxell Communications $ 29.42
WTI/Tremco $ 3,147.57

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -

$ -
Total $ 89,050.72

7/8/2017
11:28 AM



ESUCC Cooperative Purchasing Procedural Manual

Calendar

Introduction:

Annual Buy Procedural Categories
Specifications:
Terms & Conditions:
Bid Advertisement/Vendor Contact:
Technical Upload of Bid Documents:
Vendor In Bid Communication:
Bid Material Receipt:
Bid Award:
Vendor Dispute Period:
Catalog Creation:
Catalog Made Available to Schools:
Customer Care:
Close of Ordering Period:
Aggregation of Orders:
Shipping:
Substitutions/Discontinuations/Back Orders/Cancellations:
Billing of Administrative Fee:
Communications/Customer Assistance:
Late Fee's:
Product Returns/Discrepancies/Cancellations:

Special Buy/AEPA Programs

Vendor Engagement Process:
Reporting:
Contracts:
Renewals:
AEPA Membership:

Prime Vendor Programs

Scope:
Awards:

Correspondence:
ESUCC Advisory Committee

Composition:
Role:

Meetings:
School Advisory Committee

Composition:
Role:
Meetings:

Input:
Award Review:
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Advertising/Bid Period:

Awarding:

Disputes:

Category Recommendations:
Contracts

Special Buy:

Extensions:

Addendums:

Auditing:

Interlocal Agreements:
Procurement Software

Bid Placement:

Awards:

Catalog Uploads:

Shop Page Configuration:

Functionality Changes:

Customer Care:

Notifications:

Development Process:
Vendor Vetting Process

Proposals:

Review:
Communications

Vendor:

Schools:

ESUCC:

School Advisory Committee:
Marketing Approach:

:
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Calendar (dynamic dates can be viewed on the ESUCC Coop
Calendar online)

September
Return Bid Bonds for awarded vendors from previous fiscal year.
3.ESUCC Committee Meetings

Annual Buy Late fee review

October
#st-School Advisory Meeting
L Specificati for-100-000-Seeti e loted
6th=Specification Reviews to Be Completed
Vendor Overage pickup
6" Advertisement for Annual Buy
88-ESUCC Committee-Meetings/NDE Collaboration
9-Vendor Pre-Bid Conference Call
#38-Annual Buy Bid Opens<Fentative)
+58-Food Program Audit to-Pegler
Marketplace Trainings
AEPA Quarter 1-3 report due

November
$5%-Reminder to Vendors to Provide Response to AB bid
47 ESUCC Committee Meetings

December
PL=31-ESUCC staff attends AEPA Winter Meeting
+st==Bid reminder sent to all participating vendors
$2%-Annual Buy Bidding Closes
$5hwig-Awarding of Sections 200-900 Annual Buy
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+9-Vendor Annual Buy Review Period Begins

+9th=-Vendor Award Disputes/Discontinuation

January
Sth=-8th= Vendor Dispute Period Begins
7 ESUCC Committee Meetings
Sth=Finalize Section 200-900 Awards
9-Creation of Sections 200-900 Catalogs Begins
F2th=Vendor Discontinuation Reminder
Paper Catalog uploaded to procurement system
F6th=100 Section Bids Due
+9th=20th==100 Section Awarded
24st=23rd= 100 Section Dispute Period
26th—=100 Section Awards Finalized

February
2nd=All Product Discontinuations to be Complete
b
2nd-Paper Buy Order White-Copter-(full-Pallet)-opens
Return Bid Bonds for non-awarded vendors
49-ESUCC Committee Meeting

9-Vendor Expectations Memo Sent

13th-Completion of all Annual Buy Catalogs

#5"-Annual Buy Letter of Understanding Sent to Schools
23rd=Annual Buy Ordering Begins
28th-AEPA Contract Renewals signed

March
42-ESUCC Committee Meetings
+6"-Annual Buy Updates and Ordering Reminder Sent to Schools
F6th-Paper Buy Ordering Closes
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April
H-ESUCC Committee-Meetings/NDE Collaboration
ESUCC Staft attend AEPA Spring meeting
+0-Annual Buy Ordering Closes
+5th=First Day for Paper Delivery
+79%-Catalogs Unassigned
20t Enti it S Busi N
29-A goregate Order Sent to Awarded Suppliers and-to-Each-ESH-for-their-Sehools
Renewal of Food Agreements

School Advisory meeting

May
58-ESUCC Committee Meetings
20th= First Day for Delivery
2284 Annual Buy Update

29" Annual Buy Update

June

3-Invoice Awarded Vendors-Suppliers
Extended Pricing Catalog Available
5%-Annual Buy Update
12" Annual Buy Updatef
+5th=Last Day for Paper Delivery Without Late Fee
19" Annual Buy Update

> dth-Vendor-Shi Inauitv-Sent-for-OrderS I Notification-of-Possible-ate-F
Assessment]

26" Annual Buy Update

July
1st Last Day for Vendors Supphers-to Declare Backorders
6%-Annual Buy Update
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8th-Notice for Late Delivery Past20th

10" Annual Buy Updatef]
17" Annual Buy Update

20th=Last Day for Delivery Without Late Fee
243LReminder to Schools of Late Delivery Fees-of2%
2+st=Outstanding Product May be Cancelled by School after delivery date

24" Annual Buy Updatef]
31% Annual Buy Update

August

+LNew Food Contract Year
2+st=]_ate Fee review-Inereases-to4%s-of-totat
Jth=Annual Buy Update

Overview

VISION:

Nebraska ESUCC Cooperative Purchasing shall provide compliant, competitive,
aggregated bidding and purchasing to control and reduce costs to it’s members by
maximizing efficiency of resources and processes in Nebraska and Nationally.

ESUCC Cooperative Purchasing represents 17 Educational Service Units statewide
who in turn service Nebraska school districts with over 300,000 students and is
currently in its 5th decade of operation. ESUCC Cooperative Purchasing is
authorized to coordinate purchases for public school districts, nonpublic school
systems, other ESUs, and other public agencies, including any county, city, village, or
agency of the state government, any drainage district, sanitary and improvement
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district, or other municipal corporation or political subdivision of the State of
Nebraska.

Commitments/beliefs:
1. Enhance Cooperative Purchasing through effective statewide communication.

2. Provide equitable statewide pricing for goods and services.

3. Provide a user friendly sourcing and procurement solution (Marketplace) to
meet the needs of member entities.

4. Provide statewide and nationally leveraged contracts to it’s members.

5. Savings realized by purchasing in quantity for present and future

procurement needs.

Introduction:

ESUCC Cooperative Purchasing provides a variety of services both direct and
indirect to the ESUCC Coop members of Nebraska. This manual is written with the
intent of providing specific procedural actions as they relate to internal activities.

Annual Buy-Procedural-€Categories

Specifications:
During this process specifications will be reviewed in coordination with suppliers
and interested parties. Dlscontmued 1tems w111 be rev1ewed updated or removed
andnew1temsmaybeadded All discontinued ite

° PI‘O]eCt requirements:ceop-Director-and-Staffs

Review and refine previous year’s specifications to meet new needs

o Review new item requests

o Assess ordering quantities to update or change specifications as
needed

o  Work with ESU technical staff to aid in Electronics section
specification review-generationyf

o Coop Staff

o Proof / edit spec documents

o Make needed changes/additions to existing spec documents online or
specification upload documents as provided by Coop Director

o Aid ESU technical staff with questions as is relates to
specifications/uploads of Electronics section documents
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Terms & Conditions/Bid Documents:

Sibreeslosed-dun : TGS

“The terms and conditions act as a guide for all participating members involvement
in the Annual Buy process. Input from participating membersseheols;ESH*s;-and
vendors will be used to augment these documents as needed. Legal council will
review, update and recommend approval of Terms and COIldlthl’lS -U-p-eﬂ-eo-n-el-us-re-n-

o Update all bid documents
o Review, update, and recommend approval of Terms and

CondltlonsSeﬁdJFerms-&-GeﬂehHeﬁsﬁ-ESH-GGEﬁeeﬁweﬁﬁeeteréer

Bid Advertisement/Vendor Contact:
All bids will be advertised through the ESUCC sourcmg solutlon

e Project Requirementseeoop-Director:
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o Review and update-and-previde-bid notice through the ESUCC
sourcing solution. advertisement-to-staf-for-publication

o Host a pre-bid conference call with past participating or any
interested vendors
m Send invitation to vendors via email 1-2 weeks prior to call

ElectronicTechnical Upload of Bid Documents:
Bld documents will be uploaded to the ESUCC sourcmg solution.

Vendor-in-Bid Communications:
All communication with vendors will be in written form to coop@esucc.org. Any

verbal communlcatlon will be clar1f1ed in wrltlng B-u-rm-g-t-he—b-rd—peﬂed#eﬂd-ers-

all Vendor requestsse within 2 busmess days-te-a-l-l-re-g-rs-tered#end-eﬁ

e Project Requirementseeoop-Birector:
o WillpProvide a written fermat response to all vendor requests with-in-

weitirg-within 2 business days.-ef-reeeipt
Coop Staff:q]
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Bid BondsMaterial-Reeeipt:

All bid bonds received are documented.

° PI‘O]eCt Requirementseoop-Assistant:

Return non-awarded vendor bid bonds after bid awards are finalized.

o Return awarded vendor bid bonds after contract has been fulfilled

o Bid Bonds/checks will be kept in a locked filing cabinet or safety
deposit box until returned on the date designated in Bid Terms and
Conditions.

o ESUCC Coop Director will review documented bid bonds with
Programs Assistant and document the date of the review.
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Bid Award:

DPuring-the-awarding-preeess-ESUCC Coop staff/awarding committee will review all
b1d responses and finalize the awards -B-mﬁ-g-awa-rd-m-g-E-S-U-GC—Goe-p-reseﬁes-the

)

enemabh&sﬁehﬁes-to-eﬂﬁeﬁeeeﬂm Awarded and non- awarded
Vendorsmée%egm%dﬁeﬂéﬁs will be notlfled through the ESUCC sourcing

solution-e

e Project Requirements:Awerd-commitiee-tBirector-Statt-ESH-Ftechnieat-Staty

o Bids will be reviewed, awarded, and finalized through the ESUCC
sourcing solution.

o Awarded vendors will be verified for suspension or debarment from
Federal solicitations by utilizing the System for Award Management
(SAM). With data in SAM not being a complete listing for all vendors
ESUCC will utilize a secondary check by requesting vendor to respond
and confirm suspension/debarment on the bid.

E-S-H-G(Z—Ge-ep—p-eﬁeﬁnel- Vendors Wlll be notlfled ofe-f-reee-l-p-t-e-ﬂdlspute dec151or1
within 2 business days48-heurs-once-dispute-period-begins.

e Project Requirementseeeop-Birector

o Review and respond to vendor disputes
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O

Make award changes as necessaryneeeisasy and finalize in ESUCC
sourcing solution.

Catalog Creation:

ESUCC Coop will provide a catalog forfe Annual Buy awarded items in the ESUCC
procurement solution.

° Pr01ect Requirements:AH-coop-Staff
Awards are downloaded through theewtefESUCC sourcing-bid system

o Award information is transferred to procurementhested catalog
templates. Staff creates awarded item descriptions, addsfinds
approprlate 1mage hyperllnks and ver1f1es pr1c1ng/packag1ng

o=—Catalog templates are uploaded into ESUCC procurement

solutioneasyPurehase-system

o Create printable pdf catalogs and make available to schools through

the ESUCC procurement solutionen-ceep-website
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Close of Ordering Period:

Buy-ESUCC Coop staff will inform all users of any uncompleted orders and provide a
minimum of three-business days windew-to complete these orders. -

e Project Requirements Al-coop-Staff

o Assist schools in finalizing any pending orders prior to order deadline
o Catalogs will be removed awtematieatty-from the ESUCC procurement
SOlution. Ppage-€on isuration-on-specified-end-date
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Substitutions/Discontinuations/Baek-Orders/Cancellations:

Non-availability of awarded items will be submitted in writing by the vendor to
ESUCC Coop at coop@esucc.org. ESUCC Coop staff will review and approve/deny
suggested substitutions/cancellations and will communicate decisions in writing to
the vendors. ESUCC Coop staff will notify all members of any approved item
changes.
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Billing of Administrative Fee:
ESUCC will bill awarded suppliers the administrative fee as stated in the terms and

conditions of the Annual Buy-the-first-week-ofJune.

e Project Requirements ESHeEc-Business-Manager
o Calculate fees based upon orders placed through the ESUCC

procurement solutionente-ordering-system
o Invoices are generated through the ESUCC accounting eFinanee-
system and mailed to each awarded vendor.4netuding-a-copy-of-the-
: bid \B-01forme]
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Communications/Customer Assistance:

Customer assistance will be provided to members on an as needed basis throughout
the entire process.

e Project Requirements €oop-Directer

o ESUCC Coop staff will respond to written and verbal communication
from members.

e Project Requirements ceep-Direetor

o Provide written communication to members and vendors of late fee
timelines and protocol.
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Special Buy/AEPA Programs

Needs Assessment

Identify products or services to be offered to members. Requests from members
and or vendors may be submitted verbally or in written form.

Project Requirements:
e Review request and determine statewide need
e Communicate with members and/or vendors

Identification of source

ESUCC staff will research and identify sources available to meet the requested
need(s). A Sole Source provider/vendor allows for a negotiated contract; whereby a
multi source requires a specified bid process.

Project Requirements:
e Research and identify the sources available to meet the requested needs
e Determine if a bid process is required or if a negotiated contract can be putin
place.

Contract
ESUCC Coop staff will utilize the Special Buy contract template provided by legal
council to secure best possible pricing for the requested product/service.

Project Requirements:
e Develop RFP/RFI/RFQ
e All bids will be advertised through the ESUCC sourcing solution.
e Make Awards through the ESUCC sourcing solution
e Notification of awards
e Board approval upon legal review
Negotiated Agreement
ESUCC Coop staff will negotiate with vendor(s) to secure agreement terms and
pricing.

Project Requirements
e Review proposal(s) from vendor(s)
e Negotiate Terms/pricing
e Board approval upon legal review
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Marketing of product/service
ESUCC Coop staff will provide product/service details and ordering
information to members
Project Requirements:
e Determine ordering process
e Communicate product/service availability to members

Sales reporting and Admin fee receipt
ESUCC Coop Staff will use sales data to track admin fees and evaluate the
success of the contract.
Project Requirements:
e Request monthly/quarterly sales data from vendor(s)
e Track and verify admin fees received are accurate
e Provide summary report of sales and admin fees to Executive Director and
ESUCC Board

Renewal of Contract
Upon contract expiration Coop Staff will determine if it will be extended,
rebid or allowed to expire.
Project Requirements:
e Re-evaluate product/service needs
e Determine if the contract/extension should be extended or if we need
to rebid the product/service$
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AEPA Programs

Needs Assessment
AEPA member states meet to evaluate needs and develop bid processes.

Project Requirements:
e Attend AEPA meetings
e Work with other state members to respond to survey of needs.

Contract
AEPA organization will conduct bid process and make awards. ESUCC Coop will
determine which AEPA bids to participate in and gather bid documents.

Project Requirements:
e Assist AEPA in Development of IFB
e All bids will be advertised.
e Assist AEPA in awarding of bids.
e Determine from list of bids which contracts will be signed for ESUCC
members.
e Sign and implement contracts upon legal review and board approval.

Marketing of product/service
ESUCC Coop staff will provide product/service details and ordering information to
members
Project Requirements:
e Determine ordering process
e Communicate product/service availability to members

Sales reporting and Admin fee receipt
ESUCC Coop Staff will use sales data to track admin fees and evaluate the success of
the contract.
Project Requirements:
e Request monthly/quarterly sales data from vendor(s)
e Track and verify admin fees received are accurate
e Provide summary report of sales and admin fees to Executive Director and
ESUCC Board

Renewal of Contract
Upon contract expiration AEPA will determine if it will be extended , rebid or
allowed to expire.
Project Requirements:
e Re-evaluate product/service needs
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e Determine if the contract/extension should be extended or if we need to
rebid the product/service§f

o
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Prime Vendor Programs

Needs Assessment

Identify products or services to be offered to members. Requests from members
and or vendors may be submitted verbally or in written form.

Project Requirements:
e Review request and determine statewide need(s)
e Communicate with members and/or vendors

Contract
ESUCC Coop staff will utilize the RFP bid process to secure best possible
service/pricing.

Project Requirements:
e Develop RFP
e All bids will be advertised.
e Make Awards through the ESUCC sourcing solution
e Notification of awards
e Board approval upon legal review

Marketing of product/service
ESUCC Coop staff will provide product/service details and ordering information to
members

Project Requirements:
e Determine ordering process
e Communicate product/service availability to members

Sales reporting and Admin fee receipt
ESUCC Coop Staff will use sales data to track admin fees and evaluate the success of
the contract.

Renewal of Contract
Upon contract expiration Coop Staff will determine if it will be extended , rebid or
allowed to expire.

Project Requirements:
e Request monthly/quarterly sales data from vendor(s)
e Track and verify admin fees received are accurate
e Provide summary report of sales and admin fees to Executive Director and
ESUCC Board
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e Re-evaluate product/service needs
e Determine if the contract/extension should be extended or if we need to
rebid the product/service
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MemberSchoeol-Advisory Committee

Composition:

One individual per Educational Service Unit would act as a representative for that
group of member schools. These parties will be asked for input in regards to
operational procedures.

Role:

To provide comprehensive feedback, input, and support in Coop related efforts. This
group will act as the voice of their area schools, and assist in providing information
including: common school operational practices, capacities, needs, procurement
trends, feedback on current operations, and direction on future efforts.

Meetings:
This group will meet quarterly prior to key processes in hopes to gain the input of
the committee, and drive current procedures to directly correlate to school need.

Input:

The input of this committee will be utilized to drive needed changes and
enhancements in processes. Minutes will be taken at these meetings will be made
available to the ESUCC Coop Committee

Award Review:

The School Advisory Committee may be asked to review awards of certain bids prior
to finalization of bid awards.
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DefinitionsBids

Types

1. RFI (Request for Information):

ESU Coop reserves the rights to use an RFI in the event that the scope of the project
is too difficult to define without greater research, or requires more information.
This process shall be followed by either a BFO or an RFP.

2. RFQ (Request for Quotation or Request for Qualification):

2a. An Request for QuotationFQ may be used in the event that one specific
model or specification has been requested. Depending on the product in question
based on its proprietary nature, and unique composition will determine how many
parties will be presented the quote. Serviceability and scope of the project may be
taken into consideration based on the nature of the desired good or service.

2b. A Request for Qualifications refers to the pre-qualification stage of the
procurement process. Only those proponents who successfully respond to the RFQ
and meet the qualification criteria will be included in the subsequent Request for
Proposals (RFP) solicitation process.

3. RFP (Request for Proposal):

Competitive vetting that involves more than the individual component of cost shall
be conducted within the RFP format. The evaluation process shall be explicitly
stated within the bid scope and terms and conditions. Individual factors that
determine the weight of the RFP’s awarding shall be clearly stated and will clearly
define the optimal response.

4. RFB (Request for Bids):

In the event that the vetted good and/or service is of singular focus, and that price is
the only comparative measure and focus ESU Coop may utilize the RFB process.

Advertising/Bid Period:

All bids will be advertised through the ESUCC sourcing solution. Bids shall be
advertised within a statewide publication prior to the bids release. The Bid period
shall last no less than 28 days. Extensions may be granted based on the following
conditions but not limited to: technical issues, addendums issued post bid release,
augmentation to specifications, bid protest, change in bid regulations, and/or
revision of scope of bid.{|
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