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2008-07-02
Letter of Bid Acceptance


Use this Section to prepare the letter of acceptance of a bid for a small project.

This Master Specification Section contains:

.1
This Cover Page

.2
Master Letter

PREPARATION OF LETTER OF BID ACCEPTANCE

Edit Master Letter to insert project particulars and contract award variables.  List all enclosures at bottom of letter; this provides a check to ensure that all necessary enclosures are in fact enclosed. 

If any changes are negotiated with the Bidder prior to contract award, this letter must be substantially modified to reflect the qualified acceptance of the Bidder's "offer" and provide for the Bidder's acceptance of the Minister's "counteroffer".  Refer to Section 00 51 06 of the Alberta Infrastructure, Supported Infrastructure Master Specification for guidelines on preparation of a qualified letter of bid acceptance.

CONTRACT AWARD PROCESS

The process for contract award and formalizing the contract for a small project is as follows:

.1
Evaluate bids and select successful bidder.

.2
Prepare Letter of Bid Acceptance.

.3
Make a photocopy of successful Bidder's "Bid and Contract Form".

.4
Arrange for signing of Letter of Bid Acceptance and successful Bidder's 'Bid and Contract Form' by an official with appropriate signing authority.  Ensure that both the original and the copy of the 'Bid and Contract Form' are properly executed in space provided at bottom of form.

.5
Enclose executed copy of 'Bid and Contract Form' and other required enclosures with Letter of Bid Acceptance and issue to successful Bidder.

.6
Retain copy of Letter of Bid Acceptance and signed original of 'Bid and Contract Form' on file.

Note:  This Letter must be on the Owner's letterhead and must be signed by an official of the Owner.  

[LETTERHEAD]

[            ,      ]


Our File: [         ]

[Name of Bidder             ]

[Address                    ]

[                        ]

[        ]

Dear Sirs:

Re:
[PROJECT NAME AND LOCATION]              

Your bid dated [         , 20    ],], [including the bid modification received [         , 20    ],] for the above-noted [project] [work], in the amount of $[           ], has been accepted.  [Your alternative price[s] for alternative[s] [  ] [and] [  ] [has] [have] also been accepted.]  [Your alternative price[s] for alternative[s] [  ] [and] [  ] [has not] [have not] been accepted.]] 

The enclosed, duly signed, 'Bid and Contract Form', together with the Contract Documents, including [Addendum No. 1.] [Addenda Nos. 1, [ ,] and [  ], and this letter, constitute the Contract.

The Contract Price will be [the same as the bid price] [$             ].  The Contract Time will extend from the date of issuance of this letter to [         , 20    ],].

OR

[Taking the accepted alternative price[s] into account], the Contract Price will be [$              ].  The Contract Time will extend from the date of issuance of this letter to [         , 20    ],].

Our representative for the purpose of administering the Contract will be:

[Name        ]

[Title                ]

[                                   ]

[Address                 ]

[                      ]

[        ]

Telephone:  [           ]

Fax:        [           ]


......./2

[                  ] 
‑ 2 ‑
[            , 200   ]

You are now authorized and instructed to proceed with the Work.  However, before commencing any activities at the site, please contact our representative and submit to [him] [her], via fax, the following:

-Proof of liability insurance coverage.

-[Certificate of an account with Workers' Compensation Board.]

SPEC NOTE:  WCB certificate need not be required for contracts $10,000 or less in value.

Please identify invoices and other correspondence with the above‑noted project title and file number and submit to our representative.  

We look forward to working with you on this project.

Yours truly,

                                                          

[Name
                                  ]

[Title
                                              ]

Enclosures:
-Signed Bid and Contract Form.


-[Contract Documents.]


-[                                      ]
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