


DEALER CHECKLIST
2024-2025 NCPA SMALL EQUIPMENT IFB/CONTRACT
	1
	
	DEALER CHECKLIST - Completed by Dealer.  SAVE AND RETURN WITH BID RESPONSE

	2
	
	OFFICIAL NEW BID INVITATION TO DEALERS – Invitation and general procedures for New Bid Dealers. DO NOT RETURN WITH BID DOCUMENTS

	3
	
	[bookmark: _Hlk77248726]OFFICIAL NEW BID CERTIFICATION AGREEMENT– Two original forms, each completed and signed by Dealer with original signature in Blue Ink preferred, but a scanned copy of the form with an original signature of an authorized company official will be accepted.  
School District Official signs after School District approval of award and the completed/signed Agreement copy is mailed to the awarded Dealer. The agreement is effective by the issue to the Dealer of a School District Purchase Order.  
[bookmark: _Hlk97302716]2- COMPLETED HARDCOPIES TO BE RETURNED IN BID PACKET

	4
	
	OFFICIAL IFB – CONTRACT FOR 2024-2025 details procedures in Sections 1-27.14.  Retain for Dealer reference. 
[bookmark: _Hlk97302744]DO NOT RETURN WITH BID DOCUMENTS

	5
	
	OFFICIAL 2024-2025 CONTRACT ATTACHMENTS   A-F   – Attachments A-F are defined in the IFB – Contract and must be completed and signed.  Attachment G is the “no bid” sheet.  Digital signatures are allowed on Attachments A-G.     
[bookmark: _Hlk97302780]SAVE ATTACHMENTS TO BID FLASHDRIVE AND RETURN DIGITAL COPIES

	 6
	
	[bookmark: _Hlk130819437]OFFICIAL DISTRICT PROFILE 2024-2025.  Retain for Dealer reference. 
DO NOT RETURN WITH BID DOCUMENTS

	7
	
	[bookmark: _Hlk63694250]SPECIAL CONDITIONS SHEET (if required) – agreement to Special Conditions must be made prior to bid opening and acknowledged on the New Bid Certification and Agreement. Any change to the Special Conditions by one Dealer requires the School District to issue a local amendment to all potential bidders, a minimum of seven (7) working days prior to bid opening, which would be MM-DD-YYYY.
[bookmark: _Hlk97302864]DO NOT RETURN WITH BID DOCUMENTS.  ACKNOWLEDGE ACCEPTANCE OF SPECIAL CONDITIONS ON BID CERTIFICATION AND AGREEMENT PAGE.

	8
	
	Official 2024-2025 Bid Spreadsheet with Product Usage Estimates – Dealer is to complete and return with the School District bid package, a flash drive containing a copy of bid spreadsheet with bid bottom line total using the Usage Estimates as provided by the School District.  SAVE PRICING SPREADSHEET TO BID FLASHDRIVE AND RETURN DIGITAL COPIES

	
	
	HAND DELIVERED DEALER BIDS - Label the outside of the SEALED BID ENVELOPE containing both the REQUIRED HARD COPIES and DIGITAL documents as follows:  DEALER NAME, SCHOOL DISTRICT NAME AND ZONE NUMBER

	
	
	MAILED DEALER BIDS - Label the outside of the SEALED BID ENVELOPE containing both the REQUIRED HARD COPIES and DIGITAL documents as follows:  DEALER NAME, SCHOOL DISTRICT NAME. Place the sealed bid envelope inside of a mailer envelope addressed to:  School District or Co-Op Name, School District Contact name and mailing address.







