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Gavin Newsom
Naomi Kelly 


 Mayor
Director and Purchaser 

Purchasing

DATE
To:

From:     

Subject:
Review and Recommendation Request for ITB#________________ for ___(title)________
Transmittal and Purchasing’s Comments:

Enclosed is information and related materials for the subject requirement.  Please print out and return this letter signed/dated with comments to Central Purchasing, City Hall, Room 430.  Use the lower part and back of this form, or use additional sheets if necessary, to recommend acceptance or rejection of the low offers.  Please be sure to evaluate the offers in the order in which they appear on the enclosed bidder’s information or spreadsheet.
If rejecting a low offer, state the specific reasons and include an explanation of why the article or service does not meet the requirements as shown in the bid
Bidder 1

______________ (Bid Alternate) 
Bidder 2

______________ (Bid Valid)
Bidder 3

______________

Bidder 4

______________
Department’s Recommendations and Comments:

(Check the appropriate item, or send a separate memo.)

_______ 
Low bid is acceptable.

_______
Low bid is not acceptable. (Please specify below or on a separate memo the specific reasons for rejecting the low bid, including an explanation why article does not meet the requirements  stated in the bid. Please explain why you would accept the second or third low bidder.

___________________________

_________________

Signature





Date
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