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FORMAL BID FB24-094

FOR

BUCKET HAT KITTING AND MAILING


SUBMISSION DEADLINE:  MARCH 28, 2024 2:00 P.M. CENTRAL TIME

Questions and/or requests for clarification of this FB should be submitted via email to the Purchasing Manager, Kelly Sloan at purchase@missouriwestern.edu. All questions and/or clarifications can be sent at any time regarding this FB to the Purchasing Department until 12:00pm on March 21, 2024.  Questions received after this date may not be answered.  Please reference FB24-094 on all correspondence.   Answers to the submitted questions will be e-mailed to each vendor as an addendum.  It is the responsibility of all interested parties to read this information and return it as part of the FB confirming receipt.
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BID SPECIFICATION SHEET FOR FB24-094
BUCKET HAT WITH KITTING AND MAILING



SCOPE
Missouri Western State University (MWSU) would like to sent each student a customized printed box with a standard letter and a printed bucket hat after they attend our Griffon Orientation (GO).  MWSU will provide the information and the awarded vendor will mail the kitted box to the students with the designated items.

SPECIFICATIONS
· Print 1,000 black and gold reversible MWSU Adult size bucket hats
· Print standard MWSU provided letter as needed to fill the box before kitting and mailing on Letterhead, 8.5 x 11 4/0 CP Letterhead 70# Husky Offset 
· 7" x 5" x 3" 4/0 CP Custom Packaging - E-Flute Material 1-Sided
· Kits will include; standard MWSU letter and reversible bucket hat placed in the custom packaging box.
· Each student will only receive one box kit of the letter and the reversible hat.
· Multiple mailings will occur.  Information will be sent after each GO event (eight in June, three in July and one in August).
· MWSU will be sent the additional reversible bucket hats that are not needed to be sent to students who attend the GO events.
· We do have a non-profit ID that can be used to mail the box kits.
· Gold color must match PMS 123X or PMS109U as close as possible.

MANDATORY PRE-BID MEETING
No meeting will be held.

BID INFORMATION
[bookmark: _GoBack]Sealed bids must be submitted no later than March 28, 2024 2:00 p.m. Central Time to:
Missouri Western State University
Purchasing, Popplewell Hall 115
4525 Downs Drive
St. Joseph, MO  64507

Electronic or faxed bids will not be accepted. MWSU reserves the right to accept or reject any or all bids. Responses must be signed and sealed in mailing envelopes with the Vendor’s name and address clearly written on the outside.  The Formal Bid Number (FB24-094) shall also be clearly marked on the outside of the envelope or package.  Proposals may not be accepted if the FB number is not on the outside of the envelope.

MWSU reserves the right to award to the bidder whose bid complies with all mandatory specifications and requirements and is the lowest and best bid for supplies. MWSU reserves the right to accept or reject any or all items of this bid.

All questions should be directed to Purchasing Manager, Kelly Sloan, (816) 271-4465, purchase@missouriwestern.edu

Include with your bid:
· Current signed and dated W-9
· Pricing sheet on page 4
· Include any addendum(s) with your initials
· Invitation for Bid (separate page with red font)


Notice Regarding Open Records Requests: Missouri Western State University is a public governmental body subject to Missouri’s Sunshine/Open Records law found at Mo. Rev. Stat. § 610.010 et seq. Generally, MWSU must disclose the entire contents of bids, proposals, and contracts submitted to or entered into with MWSU with regard to a particular bid/proposal/contract after an award.   Limited exceptions to MWSU’s disclosure obligations do exist, and most bidders should anticipate that the entire contents of their bid/proposal/contracts could be disclosed without notice pursuant to an open records request received by MWSU.
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PRICING SHEET FOR FB24-094
BUCKET HAT WITH KITTING AND MAILING






Inclusive pricing (printing, mailing, kitting)				$________________
	Approximately 700 kits will be mailed
	1,000 bucket hats will be printed and 
	Remaining unmailed hats sent to MWSU										











Company Name: _________________________________________________


Printed Name: __________________________________________________


Authorized Vendor Signature: 									


Phone Number: ________________________________________________                
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