2024-2025 NCPA Small Equipment Bid
Instructions for Completing Small Equipment Bid Spreadsheet for Dealers
Spreadsheet should be titled XXXX OFFICIAL NCPA SMALL EQUIPMENT BID 2024-2025 with the school district name replacing the XXXX.  (Be sure you are using the current 24-25 bid spreadsheet.)
LOT 7
1. Open district’s spreadsheet and enter your company name in the Green Box. 
2. EST. BID QUANTITY-Column “H”-Members have entered estimated annual usage for each item that they plan to purchase.
· Orders by the Bid Unit will be entered in the Yellow box. 
3. APPROVED BRANDS--For each line item, you must shop the market for the best price for the quantity requested for the approved brands. Enter price for the brand that is the best value. If product code number or pack size are not correct for approved brands, please notify Linda Marshburn (linda.marshburn@dpi.nc.gov)  by email so that a correction can be sent to all dealers and member districts. 
4. PACKER BRAND— House brands or the distributor’s choice of brands may be offered when Packer Brand is listed in the Approved Brand column. If brand names are listed under the words Packer Brand, they are examples of the quality desired.  You must bid a brand that is comparable in quality as the approved brands or bid an approved brand. If not bidding on an approved brand, enter brand and correct pack size for the product you are bidding in the green cells beside the word Packer Brand. You may change the pack size when bidding Packer Brand. 
5. CHECK LIST FOR COMPLETING BID DOCUMENT:
· Spreadsheet Entries Made by Vendor

· Column D-G---Enter Brand Name for all Packer Brand products and change pack size and units per case as needed. 
· Column J—Enter distributor’s inventory code number, if available, in the grey box. 
· Column K—Enter the Order Unit Price for brand being bid. Enter your bid in the LIGHT GREEN cell on the same line as the product brand that you are bidding. A price for one brand within every specification on the bid sheet is requested, but at a minimum include a price for one brand for each line item that the District entered an estimated quantity.
· Entries Made Automatically—Formulas have been entered on the district’s spreadsheet so no entries can be made for the following columns:
· Column I Bid Qty—Formula calculates the number of units needed for each approved brand based on units per container on top line. This column has been protected. 
· Column L Total Price—Formula calculates the Unit Price times the Bid Qty and enters the total in this column.
· Column M Cost per Unit---Formula calculates the cost per unit and enters the results in this column.

· Page Total—Formula adds a total at the bottom of the spreadsheet for all line items.  Bid total also populates at the top of the page in the gray box on line 3. 
FINISHING YOUR BID-- When your bid document(s) is complete, save your work. Follow instructions in the invitation to bid for submitting bids to districts. 
