EXAMPLE:  INVITATION TO BID

This Invitation to Bid can be used for construction procurement.  All italicized words and statements must be replaced with information specific to the grantee and the bid.  Community Development Block Grant (CDBG) is used as a sample funding source throughout this document.  If your project is funded with a source other than CDBG, be sure to change the language in the example.  
TOWN OF OZ

INVITATION TO BID

SENIOR CITIZEN CENTER CONSTRUCTION

479 East Main Street, Oz, AZ
The Town of Oz hereinafter referred to as Town, through a Community Development Block Grant (CDBG) from the State of Arizona Department of Housing (ADOH) will accept bids from qualified firms or individuals with a minimum of a B-2 commercial license as registered with the Arizona Registrar of Contractors to perform the following services:

Project Description
This federally funded project consists of construction of a senior center as follows:

A 4,000 square foot single story masonry with wood framed roof building located at 777 Yellow Brick Road to include two (2) handicapped accessible restrooms, a kitchen, storage area and main multi-purpose room.

Objective/Scope of Work

The contractor shall furnish all materials, labor, equipment, services, transportation and perform all the work for the Town's project known as the Town Senior Center for the Town of Oz, Arizona as called for in the Specifications and Drawings.  The proposer should prepare a detailed time schedule for completion.  The successful proposer will be required to lend all possible assistance in the preparation, investigation and documentation necessary for compliance with all applicable federal Labor Standards/Davis-Bacon and other requirements of ADOH.  The successful proposer should be prepared to comply with all local, state and federal safety and environmental requirements.  The project shall be accomplished in accordance with all federal program and state statutory requirements to include 2 CFR 200, Executive Orders and the Arizona Administrative Code.

Proposals
To be considered, one (1) original and two (2) copies of the proposal must be provided and in accordance with the Instructions to Bidders included in the bid package.

Sealed bids will be received in the office of the Town Clerk, Oz Town Hall, 479 East Main Street until 1:00 p.m., on Friday, February 28 2015, at which time all bids received will be opened and the amount of the total bid and alternates read aloud.  Failure of the proposer to complete all of the bid documents may result in rejection of the proposal.  All bids should be identified as “Sealed Proposal - Town Senior Center Project”.

A bid security in the form of a certified check, cashier's check or bid bond in the amount of five percent (5%) of the bid shall accompany each proposal.  Bonding companies issuing acceptable bonds in conjunction with this project must hold a certification of authority to transact surety business in Arizona as issued by the Director of the Department of Insurance.  All bid security shall be made payable, without condition, to the Town of Oz.  Said bid security shall be considered liquidated damages and shall be forfeited to the Town of Oz in the event the proposal is accepted and the successful bidder fails to execute the contract and furnish the required bonds within ten (10) workings days after the notice of bid award.

The Town will conduct a pre-bid conference and site inspection on Thursday, January 23, 2015, beginning at 10:00 a.m.  Interested bidders should meet at the Oz Town Hall, 479 East Main Street which is accessible to persons with disabilities.  Individuals with special accessibility needs, may contact the Town of Oz ADA Coordinator at (602) 555-2442 or TTY:  (800) 555-3553; or e-mail:  adacoord.oz.az.us at least seventy-two (72) hours prior to the meeting.

The project shall be accomplished in accordance with all federal program and state statutory requirements to include Executive Orders, Administrative Rules and Regulations.

If information of a material matter is provided in response to any correspondence or question or if a clarification is issued by the architect or the Town, a copy of the question and answer will be provided to all prospective bidders who have requested a set of plans.  This response shall serve as an addendum to the advertised call for bids and become part of the Town’s approved plans.

Copies of the plans, specifications and contract documents may be obtained at the Office of the Town Clerk, Oz Town Hall, 479 East Main Street, Oz, AZ  99994 and Wonderfully Wicked Architectural Design, 1122 South Broadway, Kansas City, KS  99997.  A refundable deposit of $100.00 will be required for each set of contract documents, plans and specs.  Deposit should be in the form of a check payable to the Town of Oz.  Such deposit will be refunded upon return of the contract documents, plans and specs with a proposal; or return of the contract documents, plans and specs in good order within one (1) week of the bid opening date; said deposit to otherwise be forfeited to the to the Town of Oz.  Limit of two (2) sets of documents per general contractor.  Additional sets may be purchased at $35.00 per set.  To receive plans and specs by priority mail, include a separate check for $13.00 payable to the Town of Oz.  Mailing fees are not refundable. 

Bidding documents may be examined at the Town Hall, Town of Oz, the office of the Architect and at:

Glenda’s Plan Room


Dodger’s



Dodger’s

777 East Heaven


335 1st Street



7754 West Olive Tree

Skyward, AZ  88889


Phoenix, AZ  77778


Tucson, AZ  66667

Correspondence, questions and/or clarifications of the bidding procedure should be directed to:  Project Manager, Glenda Goodwich, Toto Consulting, Post Office Box A42, Oz, AZ  99994; phone number:  (602) 555-5775; fax:  (602) 555-6886; or e-mail: glenda@oz.az.us.
Correspondence, questions and/or clarifications concerning the plans or specs should be directed to:  Project Architect, Tim Hart, Wonderfully Wicked Architectural Designs, 1122 South Broadway, Kansas City, KS  99997; phone number:  (677) 731-2222; fax:  (677) 731-2223; or e-mail:  thart@wwad.com.

The Town of Oz reserves the right to accept the lowest, responsible bid; to consider alternatives; to reject any or all bids; and to waive irregularities or information in any bid.  Bids received after the specified time of closing will be returned unopened.  The Town of Oz also reserves the right to hold any or all bids for a period of thirty (30) days after the date of opening.  Bidders will not be allowed to withdraw submitted bids during the thirty (30) day period.

The Town of Oz is an Affirmative Action/Equal Opportunity Employer

Dated this 5th day of January 2015
Oz Town Council

/s/ I.B. Wizard, Mayor

Instructions to Bidders

Submit one (1) original and two (2) copies of the bid which shall be sealed and filed at the time and place indicated in the Invitation to Bid.  Bidders must adhere to the following:

1.
Complete the Contractor's Qualification Statement, being certain to include the following information:

a.
Include information concerning the firm's experience in the past five (5) years in the construction of public facilities, specifically identifying projects funded with federal dollars subject to federal Labor Standards/Davis-Bacon.  List the most representative projects.  Be certain to include information on how to contact the owner as these references may be verified during the scoring process.

b.
Identify the project team (owner, construction supervisor, bookkeeper, etc.) and crew make-up by classification (carpenter, concrete finisher, laborer, etc.).  Remember to submit short resumes of the key personnel.

c.
Provide a list of current major project commitments by the firm.

d.
Provide a minimum of three (3) credit references including company name, contact person, address and telephone number.

2.
Utilizing the form provided, identify sub-contractors and material suppliers known when bid is submitted. 

3.
Provide a detailed timeframe for project completion. 

4.
Utilizing the form provided, submit the LS-2 Contractor's Certification Concerning Labor Standards and Prevailing Wage Requirements.  This form is to be signed by the owner or corporate officer of the bidder. 

5.
Utilizing the form provided, submit the Certifications.  This form is to be signed by the owner or corporate officer of the bidder.

Bid Security, Performance Bond and Payment Bond
The bid guarantee shall be in the form of a certified or cashier's check, upon a solvent bank or a surety bond for five (5%) percent of the amount of the bid.

The contractor will be required to provide a Performance Bond and Payment Bond equal to one hundred (100%) percent of the contract amount.  No substitution or other form of bond will be allowed.

Such bonds shall be executed solely by a surety company or companies holding a certificate of authority to transact surety business in the State of Arizona as issued by the Director of the Arizona Department of Insurance.  Such bonds are not to be limited as to the time in which action may be instituted against the surety company.  The bond(s) shall be made payable and acceptable to the Town of Oz and shall be written or countersigned by an authorized representative of the surety who is either a resident of the State of Arizona or whose principal office is maintained in this State, as required by law, and the bond(s) shall have attached thereto a certified copy of Power of Attorney of the signing official.

Insurance
The contractor shall purchase and maintain during the contract time insurance as listed in the contract.  The contractor will be required to provide evidence of such insurance prior to issuance of the Notice to Proceed in a form acceptable to the Town of Oz.

The Certificate of Insurance shall name as additional insured the Town of Oz and Project Coordinators, Inc.  As required by law, the Certificate of Insurance shall be provided by an insurance carrier(s) authorized to do business in the State of Arizona or countersigned by an agent of the carrier authorized to do business in the State of Arizona.

Additionally, the contractor will be required to purchase and maintain Worker's Compensation Insurance, including occupational disease provisions, for all employees at the site of the project.  In case any work is sublet, the contractor shall require such sub-contractor similarly to provide Workers' Compensation Insurance, including occupational disease provisions, for all the latter's employees unless such employees are covered by the protection afforded by the Contractor.

COMPLETE THE FOLLOWING INSURANCE REQUIREMENTS AFTER CONSULTATION WITH LEGAL COUNSEL.

· Workers' Compensation (statutory)

· Protective Bodily Injury

· Personal Property

· Automobile Bodily Injury and Property Damage 

Award of the Contract
The Town of Oz reserves the right to reject any and all bids and to award the contract to other than the low bidder with good cause.  The Town further reserves the right to waive any informality or irregularities in the bidding process.  Additionally, the bidder recognizes the right of the Town to reject a bid if the bidder failed to furnish the data required by the bidding documents or if the bid is in any way incomplete or irregular.

Each bidder shall be prepared to provide evidence of his/her experience, qualification and financial ability to carry out the terms of the contract.

All bids shall remain firm for a period of thirty (30) calendar days after the date of the bid opening.  Proposals may not be modified after submittal.  Bidders may withdraw proposals at any time prior to bid opening.  No proposal may be modified or withdrawn after the bid opening except where the award of the contract has been delayed more than thirty-one (31) days.

The contractor to whom the contract is awarded will be required to execute the contract and obtain the Performance Bond and Payment Bond within ten (10) calendar days from the date of receipt of the Notice of Award.  The Notice of Award shall be accompanied by the necessary contract documents.  If the bidder fails to execute the contract, the Town may consider the bidder in default, in which case the bid bond accompanying the proposal shall become the property of the Town.

Notwithstanding any delay in the preparation and execution of the formal contract, each bidder shall be prepared to commence work within seven (7) days of receipt of the Notice to Proceed.

Protest Procedure

Bid protests shall be submitted in writing to:  Town Clerk, Town of Oz, 479 East Main Street, Oz, AZ  99994 within seventy-two (72) hours of bid award notification.  Protests must contain at a minimum the name, address and telephone number of the protester, the signature of the protester or its representative and evidence of authority to sign; a detailed statement of the legal and factual grounds of the protest including copies of relevant data; and the form of relief requested.  Within three (3) business days of receipt, and after consultation with legal counsel, ADOH, Project Manager or others, the Town will respond to the protest.  The Town of Oz reserves the right to reject any or all bids; to waive irregularities of information in any bid; and/or to take any steps determined prudent in order to resolve the protest.
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