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BIDDER’S CHECK LIST

The City of Cleveland requires that each bid submitted must comply with certain legal requirements to be considered a valid and formal bid.  The checklist below is provided to assist in avoiding rejection of your bid due to omission of required information or forms.

CHECK WHEN COMPLETED

	A.
	Bid/Schedule of Items

	
	1.
	Is (are) the bid page(s) completed as required and signed in the upper right-hand corner?

	
	2.
	Are all prices (whether Unit, or Gross and extensions) clearly and accurately presented?

	
	3.
	Is the delivery time stated? Is the payment discount given?

	B.
	Bid Bond

	
	1.
	Is the bond made out in the names of and signed by both the principal and surety?

	
	2.
	Is the bond amount sufficient for the amount of the bid?

	
	3.
	Is there a power of attorney attached to the bond?

	C.
	Bid Check (if submitted in lieu of Bid Bond)

	
	1.
	Is the check in an amount sufficient for the amount of the bid?

	
	2.
	Is the check either properly certified or a cashier’s check?

	
	3.
	Is the Check made payable to: THE CITY OF CLEVELAND?

	D.
	Bid Form (not to be confused with the Bid Bond)

	
	1.
	Is all the required information given?

	
	2.
	Is the form signed?

	E.
	Affidavit

	
	1.
	Does the affidavit contain all the information required ON BOTH SIDES?

	
	2.
	Is it properly Signed?  Is it properly notarized by a Notary Public?

	F.
	Contract Compliance Certifications For Bid Consideration

	
	1.
	Do you have a contract compliance certification number or a minority/female business enterprise certification number? If you do not have necessary certification numbers, contact the Office of the Director of Equal Opportunity for further information (Phone 216/664-4152).

	
	
	

	
	
	

	
	2.
	Is your contract compliance certification number, statement of deemed compliance, or an application for certification included in the bid?

	
	
	

	
	3.
	If you are a minority/female business enterprise, do you include your MBE/FBE certification number, or a completed application therefore, in addition to the certification requirements listed in paragraph 2 above?

	
	
	

	
	4.
	Have you completed the CONTRACT EMPLOYMENT REPORT (Item 12, Page 1 – Schedule 1) which must be submitted with your bid?

	
	
	

	G.
	Bid Envelope

	
	1.
	Is the envelope identified with the correct title of the bid and the due date?

	
	2.
	Is the envelope securely sealed?

	H.
	Performance Bond

	
	1.
	Will you be able to furnish the required Performance Bond referred to in paragraph A-25 of INSTRUCTIONS TO BIDDERS, and in paragraph B-8 of General Conditions?

	
	
	

	
	2.
	Notice: A certified or cashier’s check is not acceptable in lieu of a Performance Bond!


	I.
	Federal Tax ID Form 

	
	1.
	Is all the required information given?

	
	2.
	Is the form signed?

	J.
	Northern Ireland Fair Employment Practices Disclosure

	
	1.
	Is all the required information given?

	
	2.
	Is the form signed?

	K.
	Project Plan 

	
	1.
	Is all the required information given?

	L.
	Contractor Qualifications from Part 1 of Item 8

	
	1.
	Is all the required information given?

	M.
	Please Note:

	
	1.
	Because of the large variety of commodities, services and improvements required by the City, additional information is often requested in a format not listed above. In such a case, please review your bid carefully to verify that you have accurately and completely supplied all such data. Should you have any questions, please call the Division of Purchases and Supplies (216/664-2620) for clarifications.

	
	
	

	
	
	

	
	
	

	
	2.
	All plans and specifications must be returned with the bid.
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