BID DOCUMENT PROCEDURE FOR HARD BIDS 

1) Project Manager (or consultant) completes Division 0 and Division 1 for the project @ Phase III 50%.
2) Document Management reviews index and drawing list in Division 0 and Division 1 @ Phase III 50%.
3) Project Manager reviews Division 0 and Division 1 @ Phase III 50% submittal for accuracy, executes the checklist, and directs Consultant to make the revisions.
	



4) Project Manager verifies the completeness of the required revisions in the Phase III 100% documents.
5) Project Manager submits to Design Services.
6) Design Services retains Division 1 for review and forwards Division 0 to Contracts @ Phase III 100%.
7) Contracts and Document Management review Divisions 0 and Division 1 respectively @ Phase III 100% and provide comments to the Project Manager.
8) Project Manager coordinates all revisions, compiles the bid document package consisting of construction drawings and project manual (including Divisions 0 – 17) and submits to Design Services.
9) Document Management notifies Contracts and Project Manager when bid documents are ready.

10) Contracts provide Document 00101 to the Project Manager and Document Management with the scheduled dates of advertisement.
	



11) Project Manager transmits the completed bid package to Document Management a minimum of eight (8) working days prior to the first advertisement date (Document 00101 – Advertisement for Bids).
12) Document Management prepares and checks the bid package.
 
13) The bid package is sent by Document Management to applicable printer at least three (3) working days prior to the first bid advertisement date.
14) Applicable printing firm provides reproduction, bidding services and issues bid documents to prospective bidders.  
15) Printer returns original bidding documents, and provides to the Document Management, five (5) copies of the bidding documents.
16) Applicable printing firm provides Document Management with a list of bidders and Document 00215 (Application for Bid documents).
17) The bid is advertised per SREF and Board Policy.
18) Document Management posts bid advertisement and addenda to Demandstar.com; receives, logs, and distribute RFI’s; sends addenda to applicable printing firm and SBBC staff; and printer distributes addenda to plan holders.
8/15/12


