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SPECIFICATIONS 2015-2016
Sodium Chloride (Bulk Road Salt) 

CONTRACT SCOPE/OVERVIEW:  This Collective No. CN00038593 (identified here and in the other documents as the “Contract”) will cover the requirements of Commonwealth of Pennsylvania Agencies and pre-registered COSTAR Members for Sodium Chloride (Bulk Road Salt).

The Commonwealth, as part of this solicitation, will be utilizing a Reverse Auction to secure competitive market pricing while maintaining or improving quality.  Specific information regarding the auction is contained in the Reverse Auction Package, which is attached to and made part of this solicitation.  In order to participate in the reverse auction, Suppliers must agree to the terms and conditions contained within the Reverse Auction Package, including, but not limited to, individual supplier training provided by the Department of General Services.  Pricing will consist of three components:  1)  the Initial Bid Sheet submitted in response to the IFB; 2)  the Reverse Auction; and 3)  the Final Reverse Auction Bid Sheet.
 
TERM OF CONTRACT:  The Contract shall commence on the Effective Date no earlier than August 1, 2015 and expire on July 31, 2016.  
  
OPTION TO RENEW:   The Contract or any part of the Contract may be renewed for four (4) additional one (1) year terms by mutual agreement between the Commonwealth and the Supplier(s). The renewal may be exercised as individual or multiple year terms(s).  

Renewals shall be negotiated and mutually agreed upon by the Department of General Services (DGS) and the Supplier(s). Non-renewed contracts will be competitively re-bid.  Estimated requirements (quantities) for the renewal period will be provided. Upon renewal the Contract terms and conditions shall apply as the prior year. Renewal pricing will be negotiated at the base bid price per ton awarded. All negotiated renewal pricing shall be effective August 1st of the renewed contract period.   
 
BIDDING INFORMATION: The Commonwealth is requesting bidders submit bids for Sodium Chloride (Bulk Road Salt).  Do not enter pricing on the Invitation for Bid, rather Bidders must enter initial bid pricing into the attached Initial Bid Sheet.  Bidders must sign the Invitation for Bid (IFB), print their name and circle which title is appropriate.  

The following documents are required to be completed and returned with your bid.  These are in addition to any other requirements to submit documentation within the bid specifications.  Bids may be rejected for failure to return required documents.

· Invitation For Bid – Signed by an Authorized Signatory (see signature procedure attachment)
· Intent to Participate Form (Attachment A to the Reverse Auction Package)
· State of Manufacture Chart (This is the Reciprocal limitations Act GSPUR-89 included as an attachment to this bid)
· One (1) original completed Excel Initial Bid Sheet by CD or flash drive.  Do not provide in PDF format.  Must be Excel format.
· One (1) hard copy of the completed Excel Initial Bid Sheet.
· Material Safety Data Sheet
· Costars Program Election to Participate form
· Copy of active DGS Certified Small Business certification (if applicable)
· Manufacturer Guarantee (if applicable)
· Quality Control Plan (follow instructions in specifications)
· Sodium chloride specifications with contact information completed.

Bidder must submit initial pricing on the attached Excel Initial Bid Sheet. 

Following the completion of the reverse auction, Suppliers must submit a Final Reverse Auction  Bid Sheet, Attachment B to Reverse Auction Package.
The attached Excel Initial Bid Sheet has two tabs.  The first tab covers Initial and Winter fill price submittal by lots.  The second tab covers the Supplier stockpile pick-up pricing.  

1. Tab 1 Bid Sheet Lots 1-15: Reflects the 67 counties broken down into 15 Lots.  You can select any/all lots to bid on.  Pricing must be submitted for all counties within any given lot in order to be considered for participation in the subsequent reverse auction.  

2. Tab 2 Stockpile Pick Up Pricing: Pick up pricing to unrestricted supplier stockpiles.  These prices will not be part of the reverse auction or used in evaluations for award.  Pick up pricing is fixed for the initial term of the contract.

METHOD OF AWARD:  Notwithstanding the language contained in the Terms and Conditions regarding the method of award (III.2 III-IFB-006.1b), the Commonwealth intends to award by the lots set forth in this IFB to the lowest responsive and responsible bidder resulting from the Reverse Auction.  The Commonwealth reserves the right to award by any or all individual lots based upon the pricing contained in the Initial Bid Sheet if it is in the best interest of the Commonwealth regardless of the reverse auction results.

QUALIFICATIONS OF BIDDERS:  Bidders must own an approved source, that is approved and listed in Pennsylvania Department of Transportation (PennDOT) Publication 35, Bulletin 15, of Sodium Chloride Type 1, Grade 1, or provide the Commonwealth with a guarantee from an approved source, that is approved and listed in PennDOT Publication 35 Bulletin 15, of supply from the owner of the approved source. For award, those bidders who do not own an approved source must furnish with their bids a Manufacturer’s Guarantee form signed by the owner of an approved source of Sodium Chloride Type 1, Grade 1 IAW, AASHTO M143 or ASTM D632.  Failure to include a signed guarantee with the bid shall result in the rejection of the bid unless the bidder is offering to provide material from an approved source they own.  
NO Blanket Delivery Orders are authorized on this contract.  

NEW SOURCES: In the event that a new source is developed and placed in operation by an approved source already in Bulletin 15 during the life of this contract, the new source is subject to approval by PennDOT before material is delivered to users of this contract. 

ACCEPTANCE OF SODIUM CHLORIDE: On the basis of certification in accordance with the current Quality Control Plan on file with PennDOT, Bureau of Maintenance and Operations (BOMO) and the specifications for Sodium Chloride Type 1, Grade 1 IAW, AASHTO M143 or ASTM D632. A current Quality Control Plan (QC Plan) shall be forwarded to the Bureau of Maintenance and Operation (BOMO) within 15 working days of Notification of Award.  Failure to supply the required Quality Control Plan may result in award to the next lowest supplier.   Mail to:

· Winter Operations Section 
PA Department of Transportation
Bureau of Maintenance and Operations
400 North Street - 6th Floor 
Harrisburg PA 17120

SPECIFICATIONS:   Suppliers shall comply with Department of Transportation Publication 408 Section 722 – Sodium Chloride. In addition, the supplier must furnish sodium chloride from a manufacturer listed in Publication 35 Bulletin 15, and meeting the requirements Publication 408, Section 722 – Sodium Chloride.  

TESTING: Testing will be conducted randomly by the PennDOT Laboratory.  Suppliers will be notified, via certified letter, of test failures.  Notification will occur on a regular basis.  After a Supplier has received three such letters, their level of certification may change.  The changing of the level of certification will require more frequent testing of the material being delivered and the resubmission of an updated quality control plan that address the areas of the test results where the material did not meet specification.  

MATERIAL SAFETY DATA SHEET: The material safety data sheet for each product being bid shall be included with the bid proposal.  Failure to include the material safety data sheet may be cause for rejection of the bid.

STOCKPILE INSPECTION:  The Commonwealth, at its own discretion, may inspect any awarded supplier’s stockpile/storage area used to store and from which the awarded material is shipped.  

The inspection may include, but not limited to the following:  

1. Are the piles of material covered properly to ensure protection from adverse weather? 
2. Proper sampling of material.  Samples may be taken and forward to PennDOT Laboratory for testing for conformance to specifications listed in this contract.  

If the inspection results in piles of material not being covered and/or failing test results, the awarded Supplier using said stockpile/storage area may be notified to discontinue shipping material to PennDOT locations from that stockpile/storage area.  

If such notification is necessary, it shall be made by PennDOT in conjunction with DGS.  

LOT FOR DELIVERY:  

For reference purposes, the PennDOT plant location listing is attached.  These locations are subject to change and the Commonwealth reserves the right to add, delete and/or alter locations as necessary.  For the purposes of this contract, the quantity delivered on a given day to a specific stockpile is considered a lot for delivery.  

PENNDOT SODIUM CHLORIDE REQUIREMENTS

ESTIMATED QUANTITIES:

PennDOT has supplied estimates for this contract that reflect their needs for delivery from August 1, 2015 through April 30, 2016. It is further understood and agreed that PennDOT will purchase a minimum 75 % of their estimates, and that the Supplier will provide this commodity to a maximum 130% of the Department’s estimates at the awarded contract prices. 

The minimum/maximum will be based on the total amount ordered by PennDOT for all counties serviced by the same vendor.

In the event that the Supplier elects to discontinue re-supply above the 130% of the estimated quantity, the Supplier shall notify DGS and PennDOT in writing of their intentions not to continue to supply this commodity above 130%. The notification is made prior to the actual receipt quantity reaching 100% of the original estimated quantity.

INITIAL FILL: 

PennDOT will issue purchase orders for initial fill between August 1st and September 30th for delivery no later than October 31st of the current year. 

(August 1 2015 to October 31, 2015) reflects the estimated tonnage of Sodium Chloride that may be ordered by each County Maintenance District between August 1, 2015 and September 30, 2015 for delivery no later than October 31st.  The amount of material estimated for the initial fill period may be decreased due to storage and/or financial constraints.  If an initial fill estimated order quantity estimate is reduced, the 75% of the total estimated order quantity will still be purchased.  The minimum order quantity for PennDOT orders only is 150 tons per stockpile location unless a stockpile location has a maximum storage capacity of 150 tons or less.  The minimum delivery quantity, for PennDOT only, during the initial fill period is 150 tons per stockpile per day, unless the ordered quantity is less than 150 tons, in such cases the entire order for that stockpile is delivered same day. 

BALANCE OF SEASON - WINTER FILL:

Reflects the re-supply of the estimated quantity from November 1st through April 30th up to the established maximum of the original estimated quantities.  These quantities are predicated on the severity of winter weather conditions and may be increased or decreased in accordance with the actual needs.

Upon completion of the initial fill each County Maintenance District may request re-supply (winter fill) of sodium chloride from their awarded Supplier on or after November 1st current year.  Purchase Orders are to be completed by County Maintenance Districts as re-supply is needed and the Supplier will deliver within 7 business days of receipt of the Purchase Order. 

The minimum order quantity for PennDOT orders is 175 tons per stockpile location; unless a stockpile location maximum storage capacity is 175 Tons or less. Delivery of material to PennDOT locations complete within seven (7) business days after receipt of the purchase order.  Orders received at the Supplier’s place of business prior to 11:59 am daily are delivered within seven (7) business days of the order received date.  Orders received at the Supplier’s place of business after 12:00 noon are considered the next business days order, and delivered within seven (7) business days of the next day. 

All awarded Suppliers will acknowledge receipt of the winter fill re-supply order by faxing or emailing the County of Origin. The minimum delivery for the balance of season/Winter fill is 175 tons per stockpile per day, unless the ordered quantity is less than 175 tons, in such cases the entire order for that stockpile is delivered.

COSTARS / POLITICAL SUBDIVISION SODIUM CHLORIDE REQUIREMENTS

ESTIMATED QUANTITIES:

The Supplier agrees and is bound to supply, in accordance with the terms and conditions of this Contract, such quantities of Sodium Chloride as are represented by the actual requirements of participating political subdivisions.  As such, COSTARS participation is mandatory.   See attached COSTARS PROGRAM CLAUSE.  Those Political Subdivisions that have decided to participate in the Contract have filed binding agreements with DGS that require:

1. The Political Subdivision to purchase a minimum 60% of required quantities of Sodium Chloride, up to a maximum 140% of the tonnage requirements listed, exclusively from the Supplier; and

2. The Political Subdivision is responsible directly to the Supplier for payment under each purchase order.

3. In the event that the Supplier elects to discontinue re-supply above the 140% of the estimated quantity, the Supplier shall notify DGS and PennDOT in writing of their intentions not to continue to supply this commodity above 140%. The notification is made prior to the actual receipt quantity reaching 100% of the original estimated quantity.

4. In the event the total tonnage purchased for all COSTARS participants for a single Supplier equals at least 100% of the COSTARS estimates for that Supplier; the minimum requirements will be considered satisfied and the Supplier may not pursue storage charges for any specific COSTARS entity which did not meet their 60% minimum requirement.  

The Supplier acknowledges that the participating Political Subdivisions are intended beneficiaries under the Contract and are real parties in interest with the capacity to sue and be sued in their own name and without joining the Commonwealth of Pennsylvania, Department of General Services.

COSTARS participation is mandatory.

INITIAL FILL: 

COSTARS/Political Subdivisions may place orders during the initial fill period of August 1st and October 31st of the current year, for delivery within thirty (30) calendar days of receipt of the order.

(August 1, 2015 to October 31, 2015) The minimum order quantity for municipalities using this contract is 22 tons per stockpile location. The minimum delivery quantity during the initial fill period is 150 tons per stockpile per day, unless the ordered quantity is less than 150 tons, in such cases the entire order for that stockpile is delivered same day. All political subdivisions (COSTARS Members) are encouraged to have the minimum requirement (60%) delivered before November 1st.

DGS does not have initial fill estimates for the 2015-2016 season for participating COSTARS members who wish to participate in the initial fill period.  As such, those COSTARS members wanting to participate in the initial fill program must issue purchase orders to the awarded supplier no later than October 31st, 2015 for delivery within thirty (30) calendar days of receipt of order.  COSTARS members estimates include a stockpile capacity.  

The COSTARS stockpile capacity is considered the amount of Sodium Chloride that may be ordered during the initial fill period.  If the COSTARS member elects to participate in initial fill, the awarded Supplier(s) are responsible to provide up to the COSTARS members stockpile capacity.

BALANCE OF SEASON - WINTER FILL:

COSTARS participants may order and receive their winter fill from November 1st through July 31st of the contract period.

The minimum order quantity for municipalities (COSTARS) using this contract is 22 tons per stockpile location. The minimum delivery is 175 tons per stockpile per day, unless the ordered quantity is less than 175 tons, in such cases the entire order for that stockpile is delivered with the exception of the City of Philadelphia. Deliveries to the City of Philadelphia are 10 trucks or 250 tons per stockpile per day. Delivery of material to these locations complete within seven (7) business days after receipt of the purchase order unless the municipality/Political Subdivision’s stockpile capacity is less than 175 tons in which delivery is completed with five (5) business days.  Orders received at the Supplier’s place of business prior to 11:59 am daily are considered the same business day’s order. Orders received at the Supplier’s place of business after 12:00 noon are considered the next business day’s order. 

NON-PENNDOT STATE AGENCIES SODIUM CHLORIDE REQUIREMENTS

ESTIMATED QUANTITIES:

There is no minimum purchase amount for the Agency estimates; however the Supplier will provide this commodity to 130% of the Agencies estimates at the awarded contract price.  In the event that the Supplier elects to discontinue re-supply above the 130% of the estimated quantity, the Supplier shall notify DGS in writing of their intentions when the actual receipt quantity reaches 100% of the estimated quantity.

INITIAL FILL:

Non-PennDOT State Agencies may place orders during the initial fill period of August 1st and October 31st of the current year, for delivery within thirty (30) calendar days of receipt of the order.

(August 1, 2015 to October 31, 2015) The minimum order quantity for non-PennDOT state agencies using this contract is 22 tons per stockpile location. The minimum delivery quantity during the initial fill period is 150 tons per stockpile per day, unless the ordered quantity is less than 150 tons, in such cases the entire order for that stockpile is delivered same day. All non-PennDOT state agencies are encouraged to have their stockpiles filled to capacity prior to November 1st.

DGS does not have initial fill estimates for the 2015-2016 season for non-PennDOT state agencies who wish to participate in the initial fill period.  As such, those non-PennDOT state agencies wanting to participate in the initial fill program must issue purchase orders to the awarded supplier no later than October 31st, 2015 for delivery within thirty (30) calendar days of receipt of order.  

BALANCE OF SEASON - WINTER FILL:

The minimum order quantity for non-PennDOT state agencies using this contract is 22 tons per stockpile location. The minimum delivery is 175 tons per stockpile per day, unless the ordered quantity is less than 175 tons, in such cases the entire order for that stockpile is delivered. Delivery of material to these locations complete within seven (7) business days after receipt of the purchase order unless the Agency’s stockpile capacity is less than 175 tons in which delivery is completed with five (5) business days.  Orders received at the Supplier’s place of business prior to 11:59 am daily are considered the same business day’s order. Orders received at the Supplier’s place of business after 12:00 noon are considered the next business day’s order. 
*   *   *
REPLENISH:  PennDOT and all Non PennDOT State Agency locations reserve the right to replenish stockpiles between May 1st and July 31st, which may exceed the established maximum quantities. 

Replenishment orders for PennDOT, placed after April 30th, shall be delivered and complete within 30 business days after the awarded Supplier receives the purchase order.  The minimum daily delivery requirement is 175 tons per day to a PennDOT stockpile listed on the purchase order, unless the entire quantity ordered for a stockpile delivery is less than 175 tons, in such cases the entire order for that stockpile will be delivered.  

DELIVERIES:  Each using entity will accept deliveries between the hours of 7:00 AM and 3:00 PM, Monday through Friday, except holidays, in absence of a prior agreed upon schedule. The initial fill and remainder of the season (winter fill) deliveries are shipped in accordance with the following:

· Department/using entity personnel must be present to receive all materials being shipped unless otherwise agreed upon. Shipments made in a continuous manner so that the availability of receiving personnel is scheduled efficiently.
· The Supplier and or his Transportation Company shall confirm the schedule of deliveries 24 hours prior to delivery. The Supplier and or his Transportation Company shall coordinate notification of deliveries with the County Maintenance Manager / using entity or his designee prior to delivery. 
· Deliveries any time other than weekdays between the hours of 7:00 AM and 3:00 PM scheduled only upon agreement and coordination with the County Maintenance Manager / using entity or his designee.
· Protect all deliveries of salt by waterproof covering throughout the shipping process. The Department/using entity may reject unprotected shipments.  
· [bookmark: _GoBack]Department/using entity personnel receiving all materials should clearly note any issues regarding the material on the bill of lading whether material is received or rejected.  
· Form CS-4171 is to be included with each delivery as referenced in the specifications of the contract and PennDOT Publication 408
· In lieu of providing Form CS-4171 with each delivery, awarded Suppliers must adhere to the following:  

· The original CS-4171 for deliveries must be kept on file by the awarded Sodium Chloride Supplier and available to the Commonwealth if requested  
· A Bill of Lading, (BOL), is furnished w/ea. delivery

· If an awarded Supplier decides not to include Form CS-4171 w/ea. delivery, then each BOL must contain the language required in the specifications of the current contract as listed below:  

· SHIPMENT:  Suppliers shall be required to use their own bill of lading, which contains a statement indicating that “this material has been tested and meets the required specifications.”  The form shall also include:
· a.	Type of material
· b.	Producer, name and location
· c.	Stockpile or producing plant location
· d.	Company laboratory report number
· e.	Date of shipment
· f.	Consignee, name and location
· g.	Truck number
· h.	Quantity (tons)
· i.	Purchase order number
· j.	Lot number
· k. 	Weigh Master’s signature or (e-signature)

· Invoice
· In addition to the invoice requirements as listed in the Specifications of the current contract, the lot number of each respective delivery must be included if not already included on the BOL  

POSTED BRIDGES:  Pennsylvania frequently reviews the structural integrity of its bridges and posts weight limits on bridges that degrade to a point that is hazardous to the traveling public. The Department shall not be held responsible for any alteration in individual shipping routes due to the posting of a bridge and the supplier is responsible for all costs associated with an altered individual shipping route.

WEIGHING: On all bulk shipments originating outside the Commonwealth of Pennsylvania, certified weight slips from the Supplier must accompany each truck.  Shipments originating within the Commonwealth are weighed by a licensed Public Weigh Master and accompanied by a certified weight slip. An electronic digital measuring device is acceptable if a source has the capability in its scale. The scale used require approval by the department of Agriculture, Bureau of Rides and Measures Standards, or tested and approved by a scale repair service with testing capabilities with appropriate weights and procedures as contained in Scale Code NIST Handbook 44.  Electronic signatures certifying the weight slip are acceptable.

The Supplier is responsible for the preparation of accurate weight slips, certification attesting to the accuracy of the weights recorded, and assuring conformance with Department of Transportation Publication 408 or latest version, Section 107.23 (b) Mass (Weight) Limits and Weighing, including the payment of liquidated damages as specified herein.

INSPECTION: (Includes PennDOT, State Agencies, and Political Subdivisions) Because of the seasonal nature of the Commonwealth’s winter program, materials received in the field must satisfy the specifications and be ready for immediate use by the Commonwealth. The use of substandard materials has a direct bearing on winter road maintenance operations.  The using agency/entity will collect samples per the PennDOT Maintenance Manual, Publication 23, Chapter 4.  The samples will be tested to ensure that they meet specifications.  A delivery is defined as the required daily tonnage of material.

Caking: sufficient non-caking additive must be incorporated in the delivered material in order to prevent caking under normal storage conditions

Salt protection: All trucks and stockpiles other than mine locations must be adequately covered to assure the sodium chloride will be delivered in free flowing, usable condition.

Moisture content shall not exceed 2.0% by weight for stockpile delivery as determined by drying at 230+- 9 degrees F to constant weight. All material shall be covered in transit by using waterproof covering. 

Material That Does Not Appear To Meet Specifications: Upon inspection of delivered salt, the material shall be uniform in appearance, free flowing and free from visual evidence of foreign matter including but not limited to dirt, stone, chips, trash, or any other material that could reasonably be expected to interfere with the use, handling, and storage of the salt.  Salt shall be received in a free-flowing and usable condition.   

Materials that do not appear to meet specifications at the time of delivery the using agency/entity may reject and turn away.  Samples will be taken from deliveries that do not appear to meet specification and these samples will be forwarded to the PennDOT laboratory for testing to determine whether, in fact, the material did or did not meet specifications.  

If the using agency/entity accepts and uses these materials and testing later determines that the material did not meet specifications, the procedures established under the Testing paragraph of these Contract Specifications will apply.  If the accepted materials are found to have met specifications, no actions are taken against the awarded Supplier.

If the using agency/entity rejects delivery of materials that do not appear to meet specifications and testing later determines that the materials in fact did not meet specifications, the awarded Supplier is deemed to have failed to make a delivery and this addressed under the Liquidated Damages provision of this contract.  If, however, testing later determines that the materials did meet specifications, the Department of General Services will take no action against the awarded Supplier.

LIQUIDATED DAMAGES: (Includes PennDOT, State Agencies, and Political Subdivisions/COSTARS) During the Re-supply (winter fill) period of November 1st through April 30th deliveries that do not meet the daily delivery tonnage requirements and/or the established order completions period as stated in the Contract, shall be considered cause for interruption of the proper implementation of the Commonwealth’s winter roadway safety program. The Commonwealth and the awarded Supplier, therefore, presume that in the event of any such delay, the amount of damage which will be sustained from a delay daily delivery tonnage requirements and/or the established order completions period specified will be $100.00 per business day per delivery. A delivery is defined as the required daily tonnage of material.  The Commonwealth and the awarded Supplier further agree that in the event of any such delay, the awarded Supplier shall pay such amount as liquidated damages not as a penalty.  The Commonwealth shall be held responsible for roadways that are officially closed, obstructed, or impassable due to winter weather conditions and is required to releases the Supplier from the liquidated damages for the day(s) of obstruction to traffic. 

The Commonwealth has the following option for deducting amounts due to the Commonwealth as liquidated damages: 

· May deduct such from any money payable to the awarded Supplier or 
· May bill the awarded Supplier as a separate item. 

It is the responsibility of DGS to investigate instances of late or incomplete deliveries by gathering information from the using agency/entity and the contractor.  DGS will determine whether liquidated damages are an appropriate remedy in each instance.  The Commonwealth shall notify the awarded Supplier in writing of any claims for liquidated damages pursuant to this paragraph before the date the Commonwealth deducts such sums from the money payable to the awarded Supplier.  











SUPPLIER STOCKPILE PICKUP & PRICING:

Supplier Stockpile Pickup Price:  This price per ton will provide the price per ton for pick-up from a Supplier stockpile location.  Suppliers are to list all stockpiles and the price per ton for pick-up during the Winter Fill period. All stockpiles the supplier lists must have unrestricted access.    

The PennDOT County Maintenance Manager / end user or their designee must contact the awarded Supplier at least 48 hours prior to day of pick-up 

Picked up materials are to be loaded in official Department trucks served on a first come, first serve basis. 

The minimum order quantity for any one F.O.B. source pick-up purchase order is 22 tons.  

All PennDOT F.O.B. pick-ups must have PennDOT Bureau of Maintenance Operations salt manager’s approval.

NON-CONTRACT PURCHASE:	 The Commonwealth reserves the right to purchase Sodium Chloride from another supplier in the event the awarded contract supplier has failed to meet the delivery requirements established in this bid proposal and that failure interferes with the proper implementation of the Commonwealths’ programs. Department’s may process an emergency purchase requisition upon receipt of facsimile/email approval from the Department of General Service

INVOICING 
1. Submitting Invoices: Vendor must submit one complete original invoice to the “Bill To” address on the Purchase Order and include the following items:
a. Mandatory Items
i. Vendor Name and Address
ii. Purchase Order Number
iii. Invoice Date
iv. Invoice Number
v. Invoice Quantity (unit of measure = Tons)
1. It is very helpful if invoices reflect quantities per delivery and delivery date for each line item on the invoice.  Grouping multiple day deliveries on an invoice requires the Commonwealth to determine which Goods Receipt (GR) in our system match the appropriate invoice. This can cause delays and in some cases more information requested in order to make determination.
vi. Invoice Gross/Total Amount
1. Items on invoice should be listed by unit price and extended price, and grand total due for all items on the invoice.
b. Preferred Items
i. SAP Vendor Number
ii. Delivery Date
iii. Purchase Order Line Item Number referenced on invoice line items.
iv. For services only:  beginning and end dates of services covered by this invoice.

2. Decimals and Rounding: Decimal places for delivery ticket quantities and invoice quantities must be limited to two places (hundredths). If the third digit is 5 or greater, round to the next highest hundredth digit place. If the third digit is less than 5, round to the next lowest hundredth digit place. 

3. Rejection of Invoices:  The Commonwealth may reject invoices which contain incomplete information, inaccurate information, are for materials or services outside of purchase order validity dates, or are believed to be duplicates.  Invoice rejections will be communicated to the vendor by letter indicating the reason for rejection and corrective actions needed.  Vendors can help prevent delays in payment due to rejections by ensuring all invoicing information is complete, accurate and submitted timely after delivery of service or materials.  

4. Corrected Invoices:  If a corrected invoice is required as a result of a rejection or for other reasons, it is important for timely processing that the following guidelines by followed:
a. The corrected invoice should be stamped with “Corrected Invoice” in a manner which makes it clearly visible without covering other information.
b. The corrected invoice number needs to be labeled as such, along with the original invoice number being replaced clearly designated.  Both invoice numbers are required to avoid delays in payment.
c. A concise description of the reason for the correction should be placed on the invoice if possible.  The description can be on separate attachment if necessary, but is not preferred. 

5. Duplicate Invoices:  Vendors should only submit original invoices once as described above.  Multiple submissions of the same invoice will not result in faster payment.  To the contrary, duplicate invoice submission will result in a delay due to increased research needed to resolve.  If you have doubts that your invoice was received please use the contact information below to verify if resubmission is needed prior to sending.

6. Contact Information for Invoicing:  
a. For invoice status inquires – Vendor may check payment status of submitted invoices by accessing Comptroller Office website @ www.comptrolleroperations.state.pa.us.  Select Vendor Resources from the navigation links on left.
b. For other invoice questions – use the website address above however; select Payable Services Call Center from the navigation links on left.
c. For questions regarding your purchase order or contract please contact the “Purchasing Agent” listed on your purchase order or contract. 


DEPARTMENT OF TRANSPORTATION, NON DOT State Agencies AND COSTARS WEEKLY REPORTS:  The awarded supplier is required to send to the DGS Commodity Specialist listed in the contract and Department of Transportation designee a weekly report.  The Supplier shall furnish weekly reports during the period of November 1st to April 30th.    

A complete list of COSTARS Members can be found on the “LPPU” tab on the estimate spreadsheet included with this bid.   

Do not include running amounts on one spreadsheet throughout the reporting period.  Each weekly report shall include a tab on the spreadsheet for each week’s reporting period so that at the end of the reporting period one spreadsheet will reflect a tab for each weeks reporting period and include the information below for each week reported.   

Suppliers are to provide one (1) spreadsheet for PennDOT/Non PennDOT State Agencies and one (1) spreadsheet for Costars.

Each report shall include the following data (see sample report attached with bid for a sample reference)

· Supplier Name
· Contract number
· Confirmation # / Purchase Order #
· Costars Member/Agency Name
· Period covered by report
· County
· Awarded Tons
· Tons Shipped to date   
· Tons Shipped during Reporting Period
· % of awarded tons shipped to date
· Max % permitted by contract
· Tons not shipped to date
· % over/under Max permitted by contract
· Total cost
· Weekly shipping (tonnage rate)
· Delivery Backlog (including order date)
· Anticipated Backlog delivery date 

*DGS reserves the right to adjust reporting criteria.  

MEETINGS:
Additionally, DGS will require semi-annual meetings with Supplier(s), one pre-season and one follow-up postseason.  DGS further reserves the right to require additional meetings if they are deemed necessary.

CONTRACTOR POINT OF CONTACT:  Each awarded Supplier is required to designate a point of contact person who is available to answer questions regarding the Supplier’s ability to deliver the product.  This person is responsible for monitoring the Supplier’s supply sodium chloride, and will notify the Commonwealth of any problems meeting in-season delivery schedules before they exceed the shipping deadline.   

Company Name:		

Mailing Address:		

City, State, Zip Code:		

Contact person:	 	                                                        

Telephone Number:							

E-mail Address:						


EMERGENCY DELIVERY PROVISION:  In the event of, and for the duration of, any state of emergency or disaster declared by the Governor, the Supplier for any county in which the emergency of disaster is officially declared shall attempt to provide continuous twenty-four hour service as directed by the Commonwealth.  For the purpose of maintaining necessary communications and services, the Supplier has designated, in the space provided below, a primary and if available, a secondary contact person or title.  The Supplier guarantees that the persons so designated will be available throughout the emergency.

EMERGENCY POINT OF CONTACT: __________________PHONE NUMBER:  _____________________

SECONDARY POINT OF CONTACT:	__________________PHONE NUMBER:  _____________________


INQUIRES:  Direct all questions concerning this proposal to the appropriate commodity specialist named herein.  

Jean Halbleib, Commodity Specialist
Department of General Services
Bureau of Procurement
6th Floor Forum Place, 555 Walnut Street
Harrisburg PA 17101-1914
Telephone: 717-346-8188
Fax: 717-783-6241
E-mail: jhalbleib@state.pa.us
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