Contract Proposal No. 
XXXXX


Instruction Sheet

Title:

Enter Title of Contract Proposal Here

Term:

XXXXX through XXXXX

Dept.:

Various, or name a specific department

Purchaser:

Name

Date to clerk:

Date of Draft


Approval:



Date out to bid:

Date of Ad


Bidders List


See Attached List, OR



Fill in Names and Addresses of Bidders


(If necessary, continue on other side or on a separate sheet.)

Attach to Bid: (in the bid, include a reference to each attachment)

[
X
]
P-225, Standard Bid Forms (already attached to template)

[
X
]
Contract Product/Service Quality (already attached to template)

[

]
Specifications, dated 


[

]
Drawings, number(s) 


[

]
Samples

[

]
FTA Requirements (P-210)

[

]
Buy America certificate (if a Muni bid over $100,000)

Include in Newspaper Ad
Date of Ad:

Day of the week, Date

[
X
]
Pre-Bid Conf. Date:

XX/XX/XX
, Time:

XX am/pm
, Location:  
Address & Room No.

[
X
]
Date bids due:

Enter date here
, Time:

2:00 p.m.


[

]
Muni (FTA) provisions

[

]
If not awarded to low bidder, check here and explain on reverse.

Copy to:

Enter Name of Dept. Liaison

Department:

Enter Dept. Name

Number of copies for folder at Front Desk:

1


Items Not Awarded to Low Bidder

	Item No.
	Bidder Number
	Basic Reference
	Comments
	Source Reference

	


	


	


	


	



	


	


	


	


	



	


	


	


	


	



	


	


	


	


	



	


	


	


	


	



	


	


	


	


	



	


	


	


	


	



	


	


	


	


	



	


	


	


	


	



	


	


	


	


	




	Bidders List (continued)
	Basic Reference

	


	A:
	Not an acceptable equal on specified article.

	


	B:
	Material Deviation from technical specifications.

	
	C:
	Not responsive: did not comply with bid conditions.

	


	D:
	Required sample not submitted.

	
	E:
	Bid withdrawn.

	


	F:
	Other:

	
	G:
	Purchaser:  



	


	
	


Bid Pkg. Notification


	Date of Ad	


(date)


By:  	Support Staff	


(initials)
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