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PROCUREMENT SERVICES DEPARTMENT

CONSTRUCTION LETTING REQUEST CHECKLIST
Project Name:     
Contract No.     
Target Board Approval Date:     
(Please check ALL boxes in the “Attached” column, attach corresponding documentation and sign below prior to submitting this form)
	Responsibility
	Attached
	Not Applicable
	Procurement Services Compliance
	MATERIALS REQUIRED


	COMMENTS



	PRE-LETTING CHECK LIST

	Originator
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Budget for Project
$                                           (must be greater than estimate)
	     

	Originator
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Engineer’s Estimate
$        
	     

	Originator
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Funding Source       
	     

	DSE
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Proposal Document:
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Table of Contents with Submittal Checklist
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Notice to the Bidders – Mandatory Pre-Bid Meeting and Bid Opening
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Proposal
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Bid Bond
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Total Bid Amount
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Certification of Interest in Other Bid Proposals
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Affidavit – Conflict of Interest 
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Affidavit – Anti-Collusion
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Certification of Debarment 
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	D/M/W/SBE Document (BDD_DOC_1), BDD Goal & Commitment Forms
	     

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Escrow of Bid Documents Notice (for projects greater than $20M)
	     

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Disclosure of Lobbying Activities (for all federally funded projects)
	     

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Child Support Statement (for all federally funded projects)
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Example of Bid Prices Submitted by Computer Printout
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Unit Description and Bid Price Schedule
	     

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Form FHWA – 1273 (for all federally funded projects)
	     

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Contractor’s Assurance (for all federally funded projects)
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Engineer’s Signature and Seal
	     

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Wage Rates (for all federally funded projects)
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	General Notes and Specification Data
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Index of Governing Specifications, Special Provisions, and Special Specifications
	     

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Railroad Construction and Insurance Requirements (for projects crossing RR ROW.)
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	All Required Special Provisions (NTTA & TxDOT)
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	All Required Special Specifications (NTTA & TxDOT)
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Payment Bond (for contract greater than $25K)
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Performance Bond (for contract greater than $100K)
	     

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Retainage Bond (for all federally funded projects)
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Warranty Bond
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Contract
	     

	Originator
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Construction Drawings (Signed and Sealed)
	     

	Originator
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Sole Source Justification(if applicable)
	     

	Originator
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	ROW Certification (include form CA-07-F3, with AED signature if ROW is not clear)
	      

	Originator
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Utility Adjustment Certification (include form CA-07-F4, with AED signature if utilities are not clear)
	      

	Originator
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	ILA/Two Party Agreement completion certification letter
	     

	Originator
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Rail Road Agreement completion certification
	     

	DSE
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Design Section Engineer letter of completion
	     

	Originator
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	State LOA or other State approval, if applicable  (please describe) 
	     

	Originator
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Federal LOA or other Fed approval, if applicable  (please describe) 
	     

	Originator
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Advertisement, any other documents (please describe)
	     

	
	
	I certify that I have submitted all of the above information, and approve of its appropriateness, accuracy, and completeness for the project.

_______________________________________________
_______________________________________________    
Project Manager/Corridor Manager      Date
Project Delivery Contracts Manager       Date



	
	
	Reviewed and Approved:

_______________________________________________
_______________________________________________
Department Director                                Date

Director of Procurement Services            Date


	Responsibility
	Attached
	Not Applicable
	Procurement Services Compliance
	MATERIALS REQUIRED


	COMMENTS



	POST-LETTING CHECK LIST

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Bid Tabulation/Analysis/Evaluation (Low bid must be less than budget)
	     

	
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	Contractor’s proposals, bonds, and/or bid-security checks
	     


	I certify that I have submitted all of the above information from the bid evaluation, and approve of its appropriateness, accuracy, and completion for this project.
_______________________________________________
     _______________________________________________
Project Manager/Corridor Manager      Date
     Project Delivery Contracts Manager          Date


	Reviewed and Approved:

_______________________________________________
     _______________________________________________
Department Director                                Date
     Procurement Services Bid Specialist        Date


	Contract Execution Review (To be signed only after final contract documents are complete and executed)

_______________________________________________


Director of Procurement Services            Date
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Release Date:  04/28/2011

