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Bids and Contracts Database Information Form

http://mission.sfgov.org/OCABidPublication
Complete this Word document to publicize your department’s contracts.  By listing these contracts on the Internet, you help maximize competition and further the City’s good faith efforts to increase business opportunities for LBEs.  Use the URL noted above to go to the database and check the ad to make sure it is correct.

Optional information is in blue.  

Required information is in red. 
1.
Type of contract

a.
The database has the following bid categories.  Highlight the one yours should go in, or else delete the others.


· Architects and Engineers
· Concessions and Leases
· Construction
· Consultants and Professional Services
· Equipment, Supplies and General Services
b.
If it’s a Construction bid, is it covered by the City’s Local Hiring Policy for Construction (section 6.22(G) of the Administrative Code)? 


. . . . . 
(Yes or No)
2.
Is the contract being paid for, in whole or in part, with federal stimulus money?


. . . . . 
(Yes or No)
The bid database can flag bids that contain federal stimulus money from the American Recovery and Reinvestment Act (ARRA).  Please answer Yes or No to indicate whether the bid does or does not contain ARRA money.  If you answer Yes, then a green flag and the word “Federal Stimulus” will appear on the Bid Listings page.
3.
Contract identification

a.
Contract #: .  
...........................      This is your identifying number for this contract, if you’re using one.  When prospective bidders call your department, they will need this number.
b.
Title.  Provide a short descriptive phrase to headline the ad, e.g., Moscone Center Expansion, AIDS Health Study, EIR Report.  It’s important that you include more than, for example, just the address of the project, because the title is the first thing people in the Internet will see.  See the example at the bottom of this form for how this information will be displayed.


...................................

c.
Description.  In a few sentences, describe the scope of work the contractor will perform.


....................................
d.
In the database on the Internet, we can attach files to the bid announcement, such as an introductory letter to prospective bidders, a complete RFP package, or an order form for the bid package.  This can save you mailing effort and expense, and calls from prospective bidders.  


Are you sending us files to attach to the bid notice?
……….
(Yes or No)

If Yes, how many files?
……….

If you send us Word files, we recommend that you Accept All Changes in the document so that the revision history of the document is removed.


e.
Estimated cost:
$
....................................

f.
Pre-bid or pre-proposal conference.



Date

............................



Time

.............................


Indicate whether attendance at the conference is:



mandatory

optional


g.
Location of the conference.  This can be particularly important if the location is different from where bidders pick up bid documents, or where they submit bids.



.......................................
4.
Bid or proposal Due Date and Time.  ......................................................
5.
Duration of the contract.  Indicate how long you expect the project or contract to take (months, days, years).  Indicate any potential extensions or options to renew



........................................

6.
Location where work will be performed:
...............................................
7.
Does the project have LBE subcontracting goals?



............................   (Yes or No)


If you say “Yes,” then several things will happen.  First, on the bid summary page, a red check mark will appear at the right edge of the bid title, indicating that LBE subcontractor participation is required.  Second, on the bid detail page, a link will appear that allows potential prime bidders to use the bid database’s automatic notification capability to advise the City of their interest in soliciting bids from HRC-certified LBEs as potential subcontractors.  These solicitations will be summarized and included in the main bid listing.  The automatic notification only informs the City of a bidder’s interest; it does not cause any information to be added to the bid.
Do you want to review the requests first?  


............................   (Yes or No)

If you say “No,” then the potential primes’ requests will be sent:  to your department if you are entering your bids; or to OCA if OCA is entering your bids.  The recipient will review them, make any minor edits needed, and add them to the end of the listing.  If you say “Yes,” then you need to give provide an e-mail address.  The requests will be sent to that e-mail address instead of to the default address (yours or OCA’s).  You can review them and forward the language you approve to OCA for posting. 

E-mail:  ........................................................
8.
Agency, department or firm.  The name of your agency or department.  

................................................

If you are not a City department, what City department are you working with?


………………………………
9.
Contact person.  The name, phone, and e-mail of the person interested firms should call for more information.  You must provide a phone number or an e-mail address, and you may provide both if you wish.

Name

.....................................

Phone

.....................................

E-mail address
.....................................
10.
The ad will appear on the Internet until 11:59 p.m. on the Bid Due Date, unless you advise otherwise.  
If you want that to happen on a different date, tell us:

Other expiration date.  ....................................

11
Person completing this form.  We will call this person if we have questions about the information you have provided.

Name

.....................................

Phone

.....................................
Where to send the form

If you are in the Airport, DPW, MTA, Port, Public Health, or PUC, talk to the person to who inputs bids into the bid database.
If your department is not inputting its own bids, e-mail this form to:  oca@sfgov.org

This form is generally phrased as if the person filling out the form will send it to OCA.  Many departments, including the ones listed above, are entering their own bids and RFPs.   This is usually done by a department’s contracts group.  Please check with your department’s contracts group to learn if they’ve begun entering your bids.

If you are a prime bidder, do not use this form.  Instead, use the link on the bid, just before the “Estimated Cost” field, that says “Submit a request for interest from HRC-certified LBE subcontractors.”  .

How the information appears on the Internet


CONSTRUCTION BIDS


Bid Listing

BID NUMBER
 --------- DESCRIPTION  ---------



DATE DUE

None
Ambassador Hotel Rehab:  Subcontractors
10/15/2006

FAA-4144A
Airport Shoreline Protection Restoration, Phase 1
11/07/2006

721GRAF
Ransom Residence, Code Corrections and Updates
12/27/2006

This is the summary page.  The reader clicks on the Bid Number to get a complete description of the bid.
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