

APPENDIX U

FRONT END DOCUMENTS
Board of Regents’ standard Uniform Documents for the Construction Contract (Front End Documents) are required for projects over $25,000.  Prior to completing these documents, the following information is needed from the Design Professional, and listed on the upper right-hand corner of the cover letter to the Design Professionals:

1) Advertisement Date 1

2) Advertisement Date 2

3) Prebid Date & Time

4) Bid Date

5) Plan Deposit 

6) Cost for Construction Sets

7) Schedule

Advertisement Dates 1 & 2:  Projects must be advertised at least once, a minimum of 10 days before the bid date.  The Design Professional must have plans ready to distribute when the first advertisement is issued.
Prebid Date & Time:  Prebid meetings should be held at least one week prior to the bid date, but enough time should be left between the initial advertisement date and prebid so that contractors are aware of the project and have had time to review plans.  Mondays and Wednesdays are very good for prebid dates.
Bid Date:  Bid dates should be set through mutual agreement between the Design Professional and University.  The Construction Council of Iowa has issued bidding guidelines that can be utilized for suggested time for bidding, and other issues that may arise during bidding a project.  Bid openings on Mondays and days immediately preceding or following a recognized holiday are to be avoided.  Standard practice for UNI is for all bids to be either Tuesdays or Thursdays.  Bids are always due at 2:00.  Per the Board of Regents procedures, bids are allowed through the 2:00 PM time.  Official closing of bids is at the time the bid clock changes to 2:01 PM.  Review Chapter 9 of the Board of Regents Procedures Manual for all restrictions.
Plan Deposit:  A plan deposit can be utilized for project, but does not have to be used.  This should be mutually agreed upon by the consultant and University.

Construction Set Documents:  After bids are received, the successful contractor can request and receive from the Design Professional all extra and returned sets of plans, specifications, and addenda for the project at no charge.  The Design Professional is required to incorporate all addenda items into the Construction Set documents and provide a specified number of copies to the University and contractor.  The cost of reproducing additional sets shall be borne by the contractor if they desire additional sets.  
Schedule:  The project schedule is typically outlined when the Design Professional contract is written.  This schedule must be reviewed and identified in the front end documents for the contractor’s use.  Contracts are written to a specific date, except Institutional Roads, where working days are used per IDOT requirements.
