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Bidding Phase
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Project Name

  Date  
                         Task
        
Receive "95% Complete" Construction Documents from Consultant.

        
Rough-in Uniform Documents for Construction Contracts, Register of Bid Documents and Transmittal Form.  Set public hearing, advertisement, prebid and bid dates, contract period in calendar days and TSB goal.  Notice of Public Hearing and Contractor Notice (>$1,000,000) not part of documents.

        
E-mail VPAF office to confirm bid date.

        
Reserve rooms for prebid, public hearing and bid.

        
Complete and send Uniform Documents, Register of Bid Documents, addendum form, Prebid Conference Agenda and Attendees' List with transmittal letter to Consultant.

        
E-mail VPAF office and others about above dates.

        
Prepare requisition to CF/Waterloo Courier for public hearing notice (one date) and bid advertisements (two dates).  The Courier needs three to four days advance notice.  Prepare requisition to Des Moines Register for Contractor's Notice (>$1,000,000).  Des Moines Register needs four working days advance notice.

        
Obtain purchase order number from Purchasing for ads.

        
Fax requisition with purchase order number and attachments to media.  Include Des Moines Register "note" also when applicable.

        
Send requisition(s) with attachments to Purchasing and a copy of requisition(s) to PHP to record in Job Cost system.

        
Receive bid documents from Consultant and distribute to internal parties and Iowa Prison Industries when applicable.

        
a.
When project is >$250,000 - Send bid documents approval form to Associate Vice President, Facilities Management for signature and then to Vice President for Administration and Finance for signature.  Send approval form to Board office via VPAF office.
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b.
Send a copy of the advertisement for bids to the Targeted Small Business Manager at the Iowa Department of Economic Development.

        
Consultant distributes bid documents to plan houses and prospective bidders when applicable and collects plan deposits.

        
Encourage prospective bidders to bid by sending ad, notice or phoning.

        
Consultant receives and evaluates substitution requests and coordinates with Facilities Planning.

        
Prebid meeting conducted by Consultant and attended by Owner’s Construction Representative, Design Representative, other Facilities Planning personnel as applicable and prospective bidders.  Includes site visit.  See typical agenda.

        
Consultant prepares addenda for substitution approvals and any other document revisions.

        
Distribute addenda to document holders who must receive at least 48 hours prior to bid date and time.

        
Addendum No. 1, 2, 3, etc.

        
Receive probable project costs from Consultant and prepare bid tab.  Forward copy of bid tab to Consultant for approval and to VPAF office for there use.

        
Bids received at Vice President's office and stamped in until 2:00 p.m. on bid date.

        
At 1:30 p.m. Public Hearing conducted and report prepared by Facilities Planning.

        
Make bid tab forms available to bidders and others at bid opening.

        
After 2:00 p.m. VPAF designee opens bids and checks for bid security, EEO and TSB forms.

        
Facilities Planning or Consultant checks bids for addendum acknowledgements and reads bid prices.  Facilities Planning representative makes a statement regarding budget and tentative contract award time line and thanks bidders for their efforts.

        
Facilities Planning tabulates the bids, checks for accuracy and all required submittals and notes irregularities on bid tab.

        
Bid security checks retained by Facilities Planning (Diane) until contract award or as provided by bid documents.
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Within 24-hours of bid opening for projects >$250,000, send completed bid tab with Consultant estimate to VPAF office and state that award can or cannot be made within the current budget.  VPAF office forwards to Board office.

        
Post completed bid tab to website.  Send e-mail to bidders, Consultant, Facilities Planning staff and client(s).  Facilities Planning should maintain a file of all bid tabs.

        
Evaluate bids, resolve irregularities of low bidder and prepare contract award recommendation on the Authorization to Award Construction Contract Form and/or in letter form depending on complexity of irregularities, alternate bids and budget revision.

        
Send bid tab with Authorization to Award Construction Contract Form and letter, when applicable, to VPAF office.

        
a.
Facilities Planning approves contract award for projects <$250,000 without irregularities.
        
b.
VPAF approves contract award for projects <$250,000 with irregularities, or <$500,000 without irregularities.

        
c.
Projects >$500,000 Executive Director of the Board, or the Board of Regents approve contract award; thus VPAF office sends letter to Board Office recommending award, rejection or requesting permission to negotiate.  Upon Board Office written approval, VPAF signs the award form and forwards it to F/P.

        
Revise Budget if necessary and authorized; enter on Board docket.

        
Prepare and send Notice of Award along with Contract, Performance and Payment Bond, insurance requirements, and TSB Final Payment Reporting Form to Contractor by certified mail.  (Fax Notice of Award, if Contractor requests, but entire award package must still be sent certified mail.)

        
Receive certified mail receipt.

        
Receive from Contractor list of subcontractors within 48 hours of Contractor's receipt of Notice of Award.
        
Issue Sales Tax Exemption Certificates for General Contractor and subcontractors.  Sales Tax Exemption Certificates are not provided to suppliers.
        
Receive from Contractor the signed contract, performance and payment bond and insurance certificate within 10 days of Contractor's receipt of Notice of Award.

        
When project is <$250,000, Facilities Planning signs construction contract and performance and payment bond.
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When project is >$500,000, send the construction contract with the performance and payment bond and insurance certificate to VPAF for signature.

        
When project is >$500,000, send the construction contract with the performance and payment bond and insurance certificate to Board office for signature.

        
Upon receipt of fully-executed contract, performance and payment bond and insurance certificate distribute to Facilities Planning, Controller, Contractor, Consultant and Physical Plant Director.

        
Return any bid security checks.

        
Proceed with preconstruction meeting (see typical agenda) and construction phase.
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