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	Bid Package Checklist

	
	
	

	This checklist will help you fill out the questions on PennBid. If you have all of the answers to these questions, you should have all the information you need to set up a bid online. 

	

	
	
	

	Set Up
	Number (municipality name)
	 

	
	Title of Bid
	 

	
	Bid Due Date
	 

	
	Bid Due Time
	 

	
	Description
	This is normally the information that would have gone in the newspaper in the past.

	Events
	Will you be having any events (e.g., pre-bid meeting, site walk through, etc.)?
	 

	
	Is the event mandatory?
	Y/N

	
	Event Title
	 

	
	Event Date
	 

	
	Event Time
	 

	Categories
	Optional Field - Do you want to display solicitation categories to Vendors?  If so, click on appropriate categories
	 

	Documents
	Do you have all the bid documents that you want to upload and have they been named so that bidders understand what they are?
	(e.g., engineering specs, RFP documents, site plans, maps, etc.)

	Questions
	Do you want to enable questions?
	Y/N

	
	What is the cutoff date after which no more questions will be accepted?
	 

	Bidders
	Is this a public bid (anyone can bid) or a private bid (by invitation only)?
	 

	
	Do you want to display the bidders list to the vendors (i.e., bidders will be able to see who the other bidders are)?
	Y/N

	Bids
	Enable online bid 
	You must put a check in the box in order to have it be an online bid! 

	
	Bid type
	Lump Sum/Document/Line Item

	
	Do you have any questions that you want all bidders to answer?  Typically, this is basic bidder qualification.
	(e.g., Have you ever worked in the Township before? Have you ever done a project of this scale before? Can you provide references? Do you use only prevailing-wage labor, etc.)

	
	Do you want to display bid information to vendors?
	Y/N

	
	
	

	When you are ready to post your solicitation, don't forget to:
* Display to vendors (click "Display" on any page)


Setting Up Your Documents

Documents can be displayed in any fashion

Here is a strait forward folder layout along with what should be included

Solicitation

Instructions to bidder

Customize and use the file included on the PennBid Home page or construct your own.  The intent of this document is to specifically instruct the bidders on what to include in the electronic bid.

Plans
Upload plans, drawings, etc

Specifications
Upload bid spec, etc.  Do not include the bid tab form. 

