BID OPENING DAY CHECKLIST AND RESULTS LIST
See WisDOT/REPM - Chapter 6/Section 6.1 Site Clearance for more detail


Instructions: The checklist portion is for your own use. Check each box as steps are completed. Use the blank spaces at the end of each step to enter date(s) or other notes, such as contact name, etc. where helpful. Complete Bid Results List at bottom and send that information to BPD immediately following bid opening.

Pre-bid opening day planning/arrangements:
|_|	Make arrangements and plan to conduct bid opening on the date and after the closing time as indicated on the Highway Work Proposal – Razing and Removing (DT1502)       
|_|	Coordinate with regional mail handler to communicate critical instructions for receiving bids       
[bookmark: Check1]|_|	Reserve a room where bidders may observe the bid opening       
|_|	Arrange to have another WisDOT representative present to witness the bid opening       
Bid opening day procedures:
|_|	Gather paperwork as needed to record bid-opening facts, check meeting room set-up, and have witness ready.
|_|	Do a final check with regional mail handler to ensure that all bids have been received and have a time/date stamp applied       
|_|	Start the bid-opening meeting on time, immediately following the close of bids. State for everyone present to hear, "Bids are now closed for the Razing and Removal Contract for Project       in       County."
|_|	Open all bids and announce each bid amount       
· Note: If there are any questions on the acceptability of any bids, read the amount(s) anyway and pass everything on to BPD for them to make the determination.       
|_|	Check for signatures       
|_|	Look for notary mark       
|_|	Review each bid in its entire to see if filled out completely       
|_|	Check to see if a proposal guaranty is included and if for the proper amount       
|_|	If Option A (contractor to pay WisDOT) is part of bid proposal, check to see if that payment is included
|_|	Record the bid results, in a ranked order (low to high) onto the Bid Opening Results List (attached below)       
|_|	When done opening all bids, you may announce who you feel is likely the successful bidder.  However, use caution in doing so and stress to all bidders present that the bids MUST be reviewed first and approved by the BPD in Madison.  BPD will make the award to authorize a contract.       
[bookmark: _GoBack]|_|	All bids will need to be sent in their entirety (including all proposal guaranty checks) to BPD office in Madison immediately following opening. Note: It is good practice to send the materials on same day as bid opening or next day (at latest). All non-winning bids must have their proposal guaranty checks returned to them via certified mail within two business days; or, they can be returned at the bid opening if the representative is present and if they sign off as having received the check back. If guaranty checks are returned at bid opening, you must obtain a signed receipt that the bidder received the check.       




BID OPENING RESULTS LIST

Let of      , Raze & Removal Buildings
Project ID      ; Parcel(s)       (list each parcel number)

Immediately after bid opening, forward completed bidder list in rank order w/memo to DTSD/Proposal Management (BPD) at DOTDTSDBPDProposalManagementSection@dot.wi.gov. BPD will review, make the award to authorize contract.

	Bidder (ranked low to high)
	Option A
(contractor to pay WisDOT)
	Option B
(contractor to receive payment from WisDOT)

	1.      
	     
	     

	2.      
	     
	     

	3.      
	     
	     

	4.      
	     
	     

	5.      
	     
	     

	6.      
	     
	     

	7.      
	     
	     

	8.      
	     
	     

	9.      
	     
	     

	10.      
	     
	     

	11.      
	     
	     

	12.      
	     
	     

	13.      
	     
	     

	14.      
	     
	     

	15.      
	     
	     

	16.      
	     
	     

	17.      
	     
	     

	18.      
	     
	     

	19.      
	     
	     

	20.      
	     
	     



WisDOT agent opening and reading bids:       
WisDOT representative tabulating and announcing bid results:       
Other WisDOT representative(s) present:       
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