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1. INSTRUCTIONS TO BIDDERS 

The Castro Valley Canines weCastro Valley Canines 

Semi-Pro Baseball Teamre founded in 1993 and have been in need for a new 

field to enhance the neighborhood and overall community. This is an 

invitation to bidders. Based on certain requirements such as price, quality 

standards, licenses and other terms and conditions, will the bid be accepted. 

Please see the following descriptions below for criteria that that needs to be 

met. 1. 1. General Description of Work 

Lauren Higgins, General Manager of the Castro Valley Canines, semi-pro 

baseball team, has recently requisitioned 20 acres of land and is soliciting 

proposals for a Construction Manager/ General Contractor. The General 

Contractor will demolish 3 condemned barns and any trees or brush located 

on 

the land. The existing water and sewer lines will be used for restroom 

facilities and small clubhouse which will encompass a new playing field to be 

constructed. Leveling will not be needed as the land is relatively flat as is. 

The Contractor will also include a parking area for about 50 cars and no 

spectator seating would be needed. Specifically, the playing field will need to

be lined with chain linked fences, as well as the batters area. The field will 

comprise of grass and the baseball diamond area will be a mixture of sand 

and gravel. Please see Appendix B for specific field dimensions. 1. 2. What 

Must Be Included with Bid 

1. Bidders need to provide a history of the company’s experience and 

experience with outside complexes, if possible. 2. Statement of values and 
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principles of the company. 

3. At least 5 examples of past successful projects with client information, the

description of the work performed and the fee charged. 4. Information that 

you believe to be a factor in the bidding decision. 5. Total estimated fee, 

including hourly rate for each employee. 6. Any other fees or charges. 

7. Insurance policies. 

1. 3. Schedule of Bid Period Activities 

Bids should be sent to: 

Lauren Higgins 

2661 Renton Way 

Castro Valley, CA. 94546 

Bids will not be accepted after October 15, 2011 unless extenuating 

circumstances and the bidder contacts proposal owner 1 week in advance. 

Schedule for the Contractor’s work is as follows: 

1. September 1, 2011 RFP Posted 

2. September 21, 2011 Pre-bid Meeting 

3. September 28, 2011 Site Visit 

4. October 15, 2011 RFP Response Due 

5. November 1, 2011 Contractor Selected 

6. December 1, 2011 Work Started 

7. March 1, 2014 Work Completed 

1. 4. Location of Work 
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The location of the land is at: 

2001 Center St 

Castro Valley, CA. 94546 

Please see the schedule for work above for site visit date. 

All equipment may be stored on this site. 

1. 5. Pre-Bid Meeting 

The Following information is TBD 

Pre-bid meetings can be held after the RFP’s are issued and prior to the bid 

due date. Pre-bid meetings may be referred to with other titles in RFP’s such 

as a pre-proposal conference in government RFP’s. If an owner intends to 

have a pre-bid meeting, the Instructions provide the location, date, and time 

of the meeting. The Instructions may also describe the purpose of the 

meeting and how answers to questions from bidders will be handled. The 

answers to the questions from bidders are normally handled in a formal 

manner since they are a supplement to the information provided in the RFP. 

1. 6. Owner Contact for Questions 

It is important that an owner designate one individual to act as the contact 

person for questions from bidders during the bid period. This organizational 

approach assures that questions are handled in a consistent manner and 

that all bidders receive the same answers to questions. The answers to 

individual questions from bidders during the bid period that are not 

responded to at a pre-bid meeting are also important supplemental 

information to the original RFP. The procurement group representative 

assigned to a contract is often the designated contact person for an owner. 
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The Instructions specify the name of the person in the owner’s organization 

that is responsible for responding to bidder questions. The Instructions also 

specify the telephone number and address of the contact person. The 

Instructions define the procedure that will be used for providing answers to 

all bidders when one bidder asks a question concerning requirements in the 

RFP. 1. 7. Pre-Award Surveys 

Certain owners perform pre-award surveys of specific bidders to obtain 

information on technical and management capabilities. These surveys are 

performed after the RFP is issued to the bidders and prior to award. The 

surveys can require detailed presentations from bidders regarding the 

technical and management approaches that they will take on a contract. The

Instructions inform the bidders of the subjects that are covered at these 

meetings. The surveys are usually conducted at the bidder’s facility since the

adequacy of a bidder’s facility is part of the survey. The timing of a pre-

award survey is established on an individual bidder basis. 1. 8. Sealed Bid 

Requirements 

Many RFP’s require that bid proposals are sealed when submitted to an 

owner. This provides a measure of security that bids have not been altered 

after they were prepared. The Instructions define the sealed bid 

requirements. Requirements for addressing the bids to the proper party are 

defined in the Instructions. If the bids are not required to be sealed, the 

Instructions address the acceptability of telegraphic and facsimile bid 

proposals and bid proposal modifications. The Instructions specify the 

number of copies of bid proposals that are required. 1. 9. Basis for Bid 

Evaluation 
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There are advantages in defining the basis that an owner will use in 

evaluating bid proposals. If an owner intends to give significant weight in its 

bid evaluation to factors such as technical, quality and schedule control 

capability as well as quoted prices, the bidders should be aware of this fact. 

This gives them the opportunity to emphasize the strengths of their technical

and management programs. They may propose stronger programs in these 

areas if they believe that this will improve their chances of contract award. 

The Instructions should define the basis that an owner will use to evaluate 

the 

bidders for contract work. 1. 10. Ethical Standards 

Many owners include ethical standards that the owner and the supplier or 

contractors are required to follow in their relationships with one another prior

to and after the award of a contract in the Instructions. These standards 

often come from corporate procurement policies. They include such items 

restrictions on gifts and entertainment from suppliers and contractors to 

owner personnel. 1. 11. Responsibility for Surety Bonds 

If another section of the RFP does not specify the exact requirements for 

surety bonds for a contract, the Instructions clarify the types of bonds 

required and the cost responsibility for providing the bonds. 1. 12. Proposal 

Format 

If the RFP requires that bidders prepare detailed proposals describing how 

they will accomplish contract work activities, the Instructions define the 

format required for the proposals. Limits may be placed on the length of 

https://assignbuster.com/castro-valley-canines-semi-pro-baseball-team-
essay-sample/



Castro valley canines semi-pro baseball ... – Paper Example Page 7

different sections in the proposal to assure that overly lengthy proposals are 

not received from bidders. 1. 13. List of Bidders 

Many RFP’s include a list of the companies in the Instructions section that 

have been asked to bid on the contract. This approach has the advantage of 

making the bidders aware that they are involved in a competitive bidding 

process. 

Note: A place is provided in Appendix B for a detailed list of bidders. 

1. 14. Letter of Acknowledgment 

It is important that procurement groups receive feedback as early as 

possible from companies that receive RFP’s regarding their intent to bid the 

work. If one or more companies on the list of bidders for a contract decline to

bid, there may be insufficient bidders to satisfy competitive bidding 

requirements. It may be necessary to send RFP’s to additional bidders to 

obtain the desired number of bid proposals. To obtain this feedback in a 

timely manner, the Instructions often include a Letter of Acknowledgment 

that requires bidders to state whether they intend to submit bid proposals. 2.

DESCRIPTION OF WORK 

Service contracts require a Description of Work in the RFP’s. Certain large 

engineered materials and equipment contracts can also require Description 

of Work sections in their RFP’s. The Description of Work has other titles such 

as Statement of Work or Scope of Work in RFP’s used by different companies

and government agencies. Other companies include the Description of Work 

in the technical specifications for a contract. 
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The purpose of the Description of Work in the RFP is to define the scope of 

work for a contract. Other sections of the RFP for a contract such as the 

Specifications and Drawings and the Special Conditions also provide 

information that describes the work scope for bidders. The Description of 

Work references the other RFP sections as required. 2. 1. Engineering 

Contracts 

The Description for an engineering contract RFP contains an overview of the 

technical features of a project. Other general information such as the 

location of the project, existing facilities at the project site, and responsibility

for licensing and permits is defined. If there is more than one engineering 

contractor on a project, the scopes of the other engineering contracts are 

defined in sufficient detail for the bidder to understand its role in the design 

of a project. 

If there is a performance specification in the engineering contract RFP, the 

Description references the specification for details concerning the technical 

requirements for the design of the project. If there is not a performance 

specification included in the RFP, the Description contains the owner’s design

performance requirements. If the performance specification includes design 

areas that are not in the scope of an engineering contract, the Description 

explains which items in the performance specification apply to the contract. 

The division of responsibility between the owner and the engineering 

contractor is explained in the Description. If an owner intends to perform 

design functions such as establishing design criteria for certain systems, 

these functions are defined. The division of responsibility indicates which 
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design documents and procedures produced by the engineering contractor 

require owner approval. The division of responsibility also establishes the 

materials and equipment that are procured by the owner and those that are 

procured by the engineering contractor. The division of responsibility defines

whether the engineering contractor or a supplier is responsible for the 

detailed design of engineered materials. 

The type and duration of the support that the engineering contractor is 

required to provide to other project groups such as licensing, procurement, 

construction or manufacturing, and testing is addressed in the Description. If 

the engineering contractor is required to provide liaison personnel at the 

project site to clarify design requirements, this program is defined in the 

Description. 

The quality, schedule, cost, and other management programs required to 

manage the engineering contract work can be defined in the Description. An 

alternative approach is to include the management requirements in the 

Special Conditions. It is not significant which section of the RFP includes the 

management requirements as long as they are well defined. 2. 2. 

Construction Contracts 

The Description for a construction contract RFP contains an overview of the 

technical features of a project. It also provides the location of the work, 

existing facilities at the project site, and the responsibility for obtaining 

permits and licenses for a project. If there are multiple construction 

contractors working on the project, the scope of work of each construction 

contractor is described in the Description. 

https://assignbuster.com/castro-valley-canines-semi-pro-baseball-team-
essay-sample/



Castro valley canines semi-pro baseball ... – Paper Example Page 10

If the construction contract pricing approach is fixed price or unit price, there

is a separate section of the RFP that contains technical specifications and 

drawings. The construction contractor’s responsibilities for performing the 

work in these specifications and drawings are defined in the Description. In 

cases where the specifications and drawings include work performed by 

more than one contractor, the specific responsibilities of each contractor are 

defined in the Description. If the specifications and drawings are not 

complete when the RFP is issued, the degree of completion is defined in the 

Description. 

The division of responsibility between an owner and a construction 

contractor is defined in the description. If the construction contractor will be 

responsible for detailed design functions, these functions are delineated in 

the division of responsibility. The division of responsibility specifies the 

materials and equipment that are furnished to a contractor by an owner. It 

also specifies the materials and equipment that are procured and installed 

by the contractor. The division of responsibility defines the responsibility for 

testing the systems and components installed by a contractor. 

The construction contractor’s responsibilities for providing services such as 

clean up, scaffolding, temporary office buildings, warehousing, temporary 

electrical, temporary heat, security, and construction equipment are 

described in the Description. If an owner elects to provide services to a 

construction contractor, the services are defined in the Description. 

The support that a construction contractor is required to provide to other 

project groups is defined in the Instructions. The contractor can be required 
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to provide as built drawings to the engineering group for final design 

validation. The contractor may have to provide construction personnel to the

testing group to support testing activities. The contractor can be responsible 

for providing scaffolding for access for inspections by owner quality 

personnel. 

The quality, schedule, cost, safety, environmental, and other management 

programs required to control the construction contract work can be 

addressed in the Description. They can also be addressed in the Special 

Conditions. 3. PROPOSAL 

The Proposal section of the RFP contains all of the pricing information 

required from bidders to allow an owner to evaluate the costs of the bids. It 

can also define technical and management information that is required from 

the bidders. The Proposal section of the RFP can have different titles in the 

RFP’s issued by different companies. Certain companies call the Proposal 

section a Bid Form. 3. 1. Breakdown of Bid Price 

It is important that the bidder understand the scope of work that is covered 

by each requested bid price item. It is helpful to reference the Description of 

Work and the Specifications and Drawings sections of the RFP in defining the 

scope of work for each bid price item. 3. 2. Revisions and Extra Work 

If unit prices are feasible for extra work, the Proposal specifies the unit prices

required. If extra work will be handled on a reimbursable basis, the Proposal 

can request cost limits for the reimbursable work. 3. 3. Escalation Formulas 
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If the owner is requesting fixed price bids subject to escalation of labor and 

material costs, the Proposal requests the formulas that will be applied to 

current labor and material prices to determine escalation costs. The 

structure of these formulas can significantly impact the cost of a contract. 3. 

4. Scheduled Completion Dates 

If an owner wants a bidder to provide schedule dates for key contract 

activities, the Proposal lists the key schedule activities and requests that the 

contractor provide the dates. Start and completion dates for key contract 

schedule activities may be requested. 3. 5. List of Subcontractors 

The Proposal section provides space for bidders to list the subcontractors 

that they intend to use to perform the contract work. In addition to the 

names of subcontract firms, bidders should provide descriptions of the 

subcontractor work scopes, subcontractor experience, location of 

subcontractor offices, and telephone numbers. 3. 6. Key Supplier or 

Contractor Personnel 

The Proposal requires that a supplier or a contractor name the person that 

will be in charge of the contract work and will be the primary contact for an 

owner. The names of other key personnel can be requested in the Proposal 

section. 3. 7. Length of Time Bid Is Valid 

If there is a possibility that the award of a contract will not occur until a 

significant period of time after bids are received, the Proposal requests the 

length of time that a bid is valid after receipt by an owner. 3. 8. List of Bid 

Document Addenda Reviewed by Bidder 
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If there are bid document addenda issued after the RFP is issued, the 

Proposal section requests that bidders list the addenda that they have 

reviewed. This procedure assures that all bidders have reviewed the 

necessary documents. 3. 9. Notice of Conflicts or Errors in Bid Documents 

Requesting that bidders formally notify an owner of conflicts or errors in bid 

documents provides a formal means of communicating conflicts and errors. 

The errors can be corrected prior to the start of contract work. 3. 10. 

Clarifications of Bids 

Certain Proposal sections provide space for a bidder to state any 

clarifications or exceptions to its bid. Although the intent of the RFP is to 

define the work scope in a manner that eliminates the need for clarifications 

and exceptions, there may be items that are not clear that should be 

addressed. Excessive clarifications or exceptions may cause a bid proposal 

to be rejected. 3. 11. Bidder Signature 

The Proposal contains space for the supplier or the contractor to sign its 

completed Proposal. It also includes the date the Proposal is signed, the title 

of the person signing, and any required identification numbers or license 

numbers. 4. SPECIFICATIONS AND DRAWINGS 

Specifications and Drawings sections are required for RFP’s for fixed and unit

price contracts. They are also required for target price and reimbursable with

incentive fee contracts since they define the basis of targets and incentive 

fees. Depending upon how the contracts are scoped on a project, the 

specifications and drawings included in the RFP may or may not relate only 

to the contract for which the RFP is prepared. The Description of Work 
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explains which portions of the specifications and drawings relate to a 

particular contract. In some cases, the specifications and drawings are 

marked up to define contract work scopes. 

Service contracts usually require a Description of Work in addition to the 

Specifications and Drawings in the RFP to clarify the work activities that are 

the responsibility of a contractor. Many engineered materials and equipment 

contracts do not require extensive Description of Work sections since all 

necessary information for the bidders is included in the Specifications and 

Drawings. 

Note: Don’t spend too much time creating drawings or specifications. Simply 

cut and paste a picture from the internet and describe it here. 5. SPECIAL 

CONDITIONS 

The Special Conditions section of the RFP includes all of the management 

requirements and any other specific contract requirements. The Special 

Conditions section usually does not address the technical requirements for a 

project. 

The management requirements for RFP’s are prepared by several different 

project groups as discussed previously. The procurement group receives the 

management requirements for each contract from these groups. In many 

cases the language of the management requirements for different contracts 

can be similar. The procurement group works with the other project groups 

to determine the extent that management clauses can be standardized in 

the Special Conditions. Important management requirements for a specific 

contract should not be omitted from the RFP for the sake of standardization. 
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Certain RFP’s include the Special Conditions information in the Description of

Work section. This eliminates the need for the Special Conditions. As long as 

the management requirements are well defined, it makes little difference if 

they are included in the Description of Work or the Special Conditions. 

Many RFP’s do not adequately define all of the necessary management 

requirements for a contract. Inadequate definition of management 

requirements can lead to poor management of a contract. Project 

management has the overall responsibility for assuring that RFP’s 

adequately define management requirements. It is helpful to include all of 

the management requirements for a particular area such as control of quality

in one part of the RFP. If the quality requirements are contained in different 

sections in the RFP, it can be difficult to determine if the necessary quality 

requirements are all included in the RFP. 6. GENERAL CONDITIONS AND 

CONTRACT AGREEMENTS 

The General Conditions section of the RFP contains the commercial 

requirements for a contract. Many of these commercial terms cover 

situations such as changes to the original contract technical and 

management requirements or cases in which the contractor does not 

perform in accordance with these requirements. Other commercial clauses 

cover terms of payment, invoicing, and responsibility for tax payments. Since

the procurement group is responsible for preparing these commercial terms 

with assistance from the legal group, the procurement group can prepare the

General Conditions section of the RFP with relatively little input from other 

project groups. 
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Many RFP’s contain a Contract Agreement section in addition to the General 

Conditions. The purpose of including the Contract Agreement section in the 

RFP is to show the bidders the contract format that will be used if they are 

awarded the contract. Contract Agreements contain commercial clauses that

are very similar to the clauses normally included in the General Conditions. 

The Contract Agreement usually includes the General Conditions, Description

of Work, Proposal, Specifications and Drawings, and Special Conditions 

sections in the contract by referencing these documents. This means that 

the requirements of all of these sections are a part of the contract. It is not 

significant which commercial requirements are included in the Contract 

Agreement and which requirements are included in the General Conditions 

since both sections are included in a signed contract. 
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