Department of General Services
COSTARS Contract Gl

COSTARS CONTRACT GENERAL INSTRUCTIONS
1. BID SUBMISSION:

The Department of General Services (DGS) requests bids for the supplies and/or services described in the
Invitation for Bids. These General Instructions, the Terms and Conditions, the Specifications, and all the
documents referenced on these forms will be referred to collectively as the IFB, and the COSTARS Contract
that may be awarded as a result of this IFB will be referred to as the “Contract” in this document.

a. The Bidder must complete the electronic bid submission with the information relevant to the
bid, including but not limited to the Bidder's name and address; tax identification number (FEIN) or
social security number; SAP Vendor Number; contact person name, telephone and fax numbers,
and e-mail and web addresses; prompt payment discount (if any); and number of days required for
delivery following receipt of any purchase order (“PO") issued under the Confract if the number of
days for delivery will exceed 30 calendar days.

b. The individual(s) submitting the Bid must be authorized to bind the Bidder to provide the
supplies and/or services at the price(s) and in accordance with the tferms and conditions sef forth in
the Bidder's Bid and in the IFB.

c. Bids must be firm, with no qualifications. If a Bid is submitted with conditions or exceptions or
not in conformance with the terms and conditions referenced in the IFB, DGS will reject the Bid. If the
supplies and/or services the Bidder offers are not in conformance with the Contract specifications,
as determined in the DGS'’s sole discretion, DGS will reject the Bid.

2. BIDDER’S REPRESENTATION AND AUTHORIZATION:

a. Each Bidder, by making its Bid, understands, represents, and acknowledges all of the following
terms:

1. The Bidder hasread and understands the terms and conditions of the IFB and makes
its Bid in accordance with those terms and conditions.

2. The supplies and/or services offered in the Bid will conform to the specifications in
the IFB, without exceptions or qualifications.

3. The Bidder has determined its Bid prices and amounts independently, without
consultation, communication, or agreement with any other contfractor, bidder, or potential
bidder, excepting contacts with potential subcontractors or suppliers for this Contract.

4. The Bidder has not disclosed the Bid prices or amounts to any other firm or person
who is a bidder or potential bidder, nor will the Bidder disclose the Bid prices or amount to
such persons before Bid Opening Time.

5. The Bidder has not attempted, and agrees it will not attempt, to induce any firm or
person to refrain from bidding on the Contract, to submit a bid higher than the Bidder’s
price(s) or amount, or fo submit any intentionally high or noncompetitive bid or other form
of complementary bid.

6. The Bidder submits its Bid in good faith and not pursuant to any agreement or
discussion with, or inducement from, any firm or person to submit a complementary or other
noncompetitive bid.

7. To the best of the knowledge of the person submitting the Bid for the Bidder, the
Bidder, its affiliates, subsidiaries, officers, directors, and employees are not currently under
investigation by any governmental agency and have not in the last four years been
convicted or found liable for any act prohibited by State or Federal law in any jurisdiction,
involving conspiracy or collusion with respect to bidding on any public contract, except as
disclosed by the Bidder in its Bid.
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8. Neither the Bidder, nor any of its subcontractors or suppliers included in this Bid, is
under suspension or debarment by the Commonwealth, or any governmental entity,
instrumentality, or authority, and if the Bidder cannot so certify, then it shall submit with its Bid
a written explanation of why it cannot make such certification.

9. To the best of the knowledge of the person submitting the Bid for the Bidder, except
as the Bidder has otherwise disclosed in its Bid, the Bidder has no outstanding, delinquent
obligations to the Commonwealth including, but not limited to, any state tax liability not
being contested on appeal or other obligation of the Bidder that is owed to the
Commonwealth.

10. All of the Bidder's information and representations in the Bid are material and
important and will be relied upon by the Commonwealth in awarding the Contract and by
any Purchaser issuing a PO under the Contract. DGS will freat, and any Purchaser may freaf,
any Bidder misstatement as fraudulent concealment of the frue facts relating to the Bid
submission, as a punishable offense under Section 4904 of the Pennsylvania Crimes Code,
Title 18 of the Pennsylvania Consolidated Statutes.

11. The Offeror is not currently engaged, and will not during the duration of the contract
engage, in a boycoftt of a person or an entity based in or doing business with a jurisdiction
which the Commonwealth is not prohibited by Congressional statute from engaging in frade
or commerce.

b. Each Bidder, by making its Bid, authorizes all Commonwealth agencies to release to DGS
information related fo liabilities to the Commonwealth including, but nof limited to, taxes,
unemployment compensation, and workers’ compensation liabilities.

c. If DGS awards a Contract to the Bidder, the Bidder agrees that it infends to be legally bound
to the Contract, which is formed between DGS and the Bidder, and to any PO from a Purchaser
under the Contract.

3. MODIFICATION OR WITHDRAWAL OF BID:
A Bidder may withdraw or modify its Bid only in accordance with the following requirements:

a. A Bidder may modify its Bid prior to the Bid Opening Time by written notice to the
Commodity Specialist assigned to the contract IFB. The Bidder must sign the notice in ink,
including evidence of authorization for the individual signing to modify the Bid on the
Bidder's behalf. DGS will reject any Bid modification received after the Bid Opening Time.

b. A Bidder may withdraw its bid prior to the exact Bid Opening Time by written notice
to the Commodity Specialist assigned to the contract IFB. The Bidder must sign the notice
in ink, including evidence of authorization for the individual signing to withdraw the bid on
the Bidder's behalf. Except as provided in Subsection 3.c. of these General Instructions,
DGS will reject any Bid withdrawal received after the Bid Opening Time.

C. A Bidder is permitted to withdraw a Bid after the Bid Opening Time only under the following
conditions:

1. The Bidder submits a written request for withdrawal.

2. The Bidder presents credible evidence in its written request that the reason for a
lower Bid price was a clerical or mathematical mistake as opposed to a mistake in judgment
and was due to an unintentional arithmetical error/omission of a substantial quantity of work,
labor, material, or services in the direct computation of the Bid amount.

3. The Bidder'srequest for relief with supporting documentation of the error must reach
the Issuing Office within three business days after the Bid opening, and before the Contract
award.
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4. The Bid withdrawal cannot result in the award of the Contract on another Bid of the
same Bidder, its partner, or a corporation or business venture owned by or in which the
Bidder has a substantial interest.

5. The Bidder cannot supply any material or labor or perform any subcontract or other
work agreement for the awarded contractor, without the written approval of the Issuing
Office.

d. After the receipt of Bids, the Issuing Office shall have the right to contact any Bidder to:

1. clarify the Bid to confirm the Issuing Office’s understanding of statements or
information in the Bid, or

2. obtain additional information on the supplies and/or services offered, provided the
IFB does not require the rejection of the Bid for failure to include such information.

4. ADMINISTRATIVE FEES:

DGS will award COSTARS Confracts to Bidders for the sole benefit of the third party Purchasers. Contractors
are required to pay the appropriate Administrative Fee in each contract period, including a nonexclusive
license to use the COSTARS Brand as more fully described in Section 34 of the Terms and Conditions, and
according to the following criteria:

Required
Bidder Classification Administrative

Fee
Department of General Services $166
Verified Small Diverse Business
Department of General Services $166
Verified Veteran-owned Business
Department of General Services Self- $500
Certified Small Business
All Other Bidders $1,500

a. The Bidder must pay the appropriate fee upon request to receive a Contract award. DGS
may reject as nonresponsive any Bid where the fee is not submitted within 15 calendar days of
request. For any Bidder whose Bid is rejected for other reasons, where the Bidder has paid the fee,
DGS will refund the payment.

b. Unless terminafed in accordance with the provisions of Subsection 3.c. of the Terms and
Conditions, the Contract will renew automatically on the anniversary of the Effective Date, (1)
provided that the Contractor has submitted payment for the renewal fee payable to
“"Commonwealth of PA” for the appropriate amount prior to the renewal date; (2) either party
provides the other party with written notice that it does not intend to renew; or (3) the Contract was
earlier terminated in accordance with the provisions of Section 23 of the Terms and Conditions.

5. QUESTIONS:

Interested parties shall direct any questions concerning Contract conditions and specifications fo the
attention of the DGS Commodity Specialist identified in the IFB. DGS will accept written questions and
comments concerning this procurement via email to the Commodity Specialist assigned to the contract IFB.
DGS posts the written questions and official answers on its website to give all prospective bidders equal
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access to the information. DGS will post all questions and official answers as addenda to the bid documents
on the DGS website in the order that questions are received.



