Sealed Bid Guidelines for Engineers, Electronic Bidding and schedule requirements

Basics: Consulting engineers get the advertisement draft to us on Monday; we review, edit, approve & send to the paper on Friday. We need the FINAL COMPLETE BID PACKAGE WITH ALL SPECIFICATIONS, PLANS & DRAWINGS complete & ready that same Friday. The advertisement will run in the paper/official journal, the following Thursday.
{By law, all documents, including electronic, must be complete and available by the first day of advertising.} We’ve built in some lead time for good reason; last second submittals are unacceptable. 

1. Advertisement- sent separated in WORD DOC format, drafts shall be sent to Slidell Engineer-Blaine Clancy bclancy@cityofslidell.org  and Slidell Purchasing Agent-Laura van der Klis lvanderklis@cityofslidell.org  5(five) days prior to advertisement submittal date to the paper/legal journal. The engineer/official plan holder’s name, address and phone number shall be listed in the advertisement. The purchasing agent is responsible for sending the ad to the newspaper and all up-loads to Bidsync, which is our electronic bidding service.

2. Specification Package- Including but not limited to; Instruction to bidders, General Conditions, project requirements in detailed text, Contract and Bond Forms shall be in PDF format. Again, all plans, specifications and contract documents must be available for review and/or up-load to Bidsync on the Friday that the advertisement goes to the paper.

3. Plan/Drawings Package- Dated, stamped & signed- Including but not limited to; CAD drawings, photos, GPS data and plans shall be in PDF format. Again, All plans, specifications and contract documents must be available for review and/or up-load to Bidsync on the Friday that the advertisement goes to the paper. Dates must match the date reflected on the La. Public Work Bid Form.

4. Louisiana Public Works Bid Form- Including Unit Cost Form; must be sent separately and in WORD DOC format in order to upload by itself-(which will allow web conversion by Bidsync to accept electronic signatures).

5. Addendums- Must be sent separated and in WORD DOC format in order to upload by itself. DEAD-LINES APPLY- Any Addendums must be sent to both Blaine C. and Laura V. for review at least 24 hours before sending to the plan holders. By law, any addendums going out within the last 72 hours prior to bid opening time & date, shall require a postponement of no less than (7) seven business days, excluding weekends and legal holidays.

 *Engineering Dept. needs 3 copies of the bid documents plus 1 electronic copy.      *Purchasing Dept. needs 1 electronic copy (format shown above), engineer’s official project estimate, engineer’s official plan holders list and a copy of any mandatory Pre-bid sign in sheet prior to bid opening. 
