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To:
      




	City Secretary

	     





From:
Date:
Subject: 

	[Requesting Authority]

[Division or Branch]

[Division or Department]

	[Date]

	REQUEST TO ADVERTISE AND RECEIVE BIDS


The drawings and specifications for the project named below is, ready to be advertised for bids.  Please have this project advertised for bid on the dates given.  If you have any questions, please contact Mark McClure, P.E. at (281) 290-1412.  

Project Information:
Advertisement Dates:

[Advertisement Dates – 2 Successive Fridays]




([Local Newspaper])
Project Name:
 
Project No.:  
 
Project Manager:

 
Scheduled Bid Date:
[Bid Date]
[Name of Requesting Authority]

[Title of Requesting Authority]

[Initials:initials]

Attachment:


Advertisement for Bids

Copy w/attachment:
[Distribution List], 

INSTRUCTIONS FOR DOCUMENT 00107

REQUEST TO ADVERTISE AND RECEIVE BIDS
PURPOSE:  The Request to Advertise and Receive Bids asks the City Secretary to place a Public Notice about receiving bids, for the Project, in a local newspaper of sufficient circulation to meet State competitive bid laws.   
APPLICATION:
  This document should be submitted to the City Secretary by noon on Tuesday immediately preceding the first scheduled Friday’s advertisement.  Although an original signed hard copy of the memo, attached to the advertising copy (Document 00100), is required; an advance electronic copy can be sent (a PDF file of the signed memo and a MS Word file of the ad copy).

RESPONSE:  None required from City Secretary, but Project Manager should confirm that the ad has been placed and should make a copy of the ad from the newspaper and place it in the file.
INSTRUCTIONS:  This document is prepared by Project Manager and forwarded to the Requesting Authority for signature.  After the signature is obtained, Project Manager shall deliver to City Secretary and make distribution of copies. 

Word Processor replaces italicized text and brackets with corresponding information.  The following instructions correspond to bracketed-italicized fields on the form, reading from top to bottom.

  1.
Insert name of Contracting Department in header under “City of Tomball”.

  2.
FROM:  Insert name and division (or branch) of Requesting Authority for that division or branch.  Affix any special suffix to the name (e.g. “P.E.”).  Insert division or department of Requesting Authority.

  3.
DATE:  Insert date document will be sent.

  4.
Edit first paragraph for the number of projects being advertised, Project Manager’s name and telephone number.

  5.
Insert two dates, successive __________, for advertising the Project (Month, Day and Year).

  6.
Choose either the __________________ or the Houston Chronicle.  Delete the one not used.

  7.
Insert Project name as stated in Contract documents.

  8.
Insert Project File number.

  9.
Insert second project name and number, if used, and 3rd, 4th, if used.  Delete verbiage if only one project is being advertised.

10.
Insert Project Manager’s name, division/department and telephone number.

11.
Insert Bid Date.

12.
Insert name of Requesting Authority and its title.

13.
Insert appropriate initials, any intermediate authority’s initials and typist's initials.

14.
Insert any additional names needed to the distribution list.

CITY OF TOMBALL
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Interoffice








