
BID PROPOSAL INSTRUCTIONS 
 
ABOUT IDOT PROPOSALS: All proposals are potential bidding proposals.  Each proposal contains all certifications and 
affidavits, a proposal signature sheet and a proposal bid bond. 

 
PREQUALIFICATION 

Any contractor who desires to become pre-qualified to bid on work advertised by IDOT must submit the properly 
completed pre-qualification forms to the Bureau of Construction no later than 4:30 p.m. prevailing time twenty-one days 
prior to the letting of interest. This pre-qualification requirement applies to first time contractors, contractors renewing 
expired ratings, contractors maintaining continuous pre-qualification or contractors requesting revised ratings. To be 
eligible to bid, existing pre-qualification ratings must be effective through the date of letting. 
 

WHO CAN BID ? 
Bids will be accepted from only those companies that request and receive written Authorization to Bid from IDOT’s Central 
Bureau of Construction.  
 

REQUESTS FOR AUTHORIZATION TO BID 
Contractors wanting to bid on items included in a particular letting must submit the properly completed “Request for 
Authorization to Bid/or Not For Bid Status” (BDE 124) and the ORIGINAL “Affidavit of Availability” (BC 57) to the proper 
office no later than 4:30 p.m. prevailing time, three (3) days prior to the letting date.  

 
WHAT CONSTITUTES WRITTEN AUTHORIZATION TO BID?:  When a prospective prime bidder submits a 
"Request for Authorization to Bid/or Not For Bid Status”(BDE 124) he/she must indicate at that time which items are 
being requested For Bidding purposes.  Only those items requested For Bidding will be analyzed.  After the request 
has been analyzed, the bidder will be issued an Authorization to Bid or Not for Bid Report, approved by the 
Central Bureau of Construction and the Chief Procurement Officer that indicates which items have been approved 
For Bidding.  If Authorization to Bid cannot be approved, the Authorization to Bid or Not for Bid Report will 
indicate the reason for denial. 
 
ABOUT AUTHORIZATION TO BID:  Firms that have not received an Authorization to Bid or Not For Bid Report 
within a reasonable time of complete and correct original document submittal should contact the department as to the 
status.  Firms unsure as to authorization status should call the Prequalification Section of the Bureau of Construction 
at the number listed at the end of these instructions.  These documents must be received three days before the letting 
date.   

 
ADDENDA AND REVISIONS: It is the bidder’s responsibility to determine which, if any, addenda or revisions pertain 
to any project they may be bidding.  Failure to incorporate all relevant addenda or revisions may cause the bid to be 
declared unacceptable. 
 
Each addendum or revision will be included with the Electronic Plans and Proposals.  Addenda and revisions will also 
be placed on the Addendum/Revision Checklist and each subscription service subscriber will be notified by e-mail of 
each addendum and revision issued.   
 
The Internet is the Department’s primary way of doing business.  The subscription service emails are an added 
courtesy the Department provides.  It is suggested that bidders check IDOT’s website at 
http://www.dot.il.gov/desenv/delett.html before submitting final bid information.     
 

IDOT IS NOT RESPONSIBLE FOR ANY E-MAIL FAILURES. 

 
Addenda questions may be directed to the Contracts Office at (217)782-7806 or DOT.D&ECONTRACTS@illinois.gov    
 
Technical questions about downloading these files may be directed to Tim Garman at (217)524-1642 or 
Timothy.Garman@illinois.gov. 

  



BID SUBMITTAL GUIDELINES AND CHECKLIST 
 

In an effort to eliminate confusion and standardize the bid submission process the Contracts Office has created the 
following guidelines and checklist for submitting bids.  
 
This information has been compiled from questions received from contractors and from inconsistencies noted on 
submitted bids.  If you have additional questions please refer to the contact information listed below. 
 
ABOUT SUBMITTING BIDS:  It is recommended that bidders deliver bid proposals in person to ensure they arrive at the 
proper location prior to the time specified for the receipt of bids.  Any proposals received at the place of letting after the 
time specified will not be read. 
 
STANDARD GUIDELINES FOR SUBMITTING BIDS  

• All pages should be single sided. 
• Use the Cover Page that is provided in the Bid Proposal (posted on the IDOT Web Site) as the first page of your 

submitted bid.  This page has the Item number in the upper left-hand corner and lines provided for your company 
name and address in the upper right-hand corner. 

• Do not use report covers, presentation folders or special bindings and do not staple multiple times on left side like 
a book.  Use only 1 staple in the upper left hand corner.  Make sure all elements of your bid are stapled together 
including the bid bond or guaranty check (if required). 

• Do not include any certificates of eligibility, your authorization to bid, Addendum Letters or affidavit of availability. 
• Do not include the Subcontractor Documentation with your bid (pages i – iii and pages a – g).  This 

documentation is required only after you are awarded the contract.  
• Use the envelope cover sheet (provided with the proposal) as the cover for the proposal envelope. 
• Do not rely on overnight services to deliver your proposal prior to 10 AM on letting day.  It will not be read if it is 

delivered after 10 AM. 
• Do not submit your Substance Abuse Prevention Program (SAPP) with your bid.  If you are awarded the contract 

this form is to be submitted to the district engineer at the pre-construction conference. 
 
Use the following checklist to ensure completeness and the correct order in assembling your bid 
 
BID SUBMITTAL CHECKLIST 
 

 Cover page (the sheet that has the item number on it) – This should be the first page of your bid proposal, followed by your 
bid (the Schedule of Prices/Pay Items).  If you are using special software or CBID to generate your schedule of prices, do not 
include the blank pages of the schedule of prices that came with the proposal package.  
 

 Page 4 (Item 9) – Check “YES” if you will use a subcontractor(s) with an annual value over $50,000.  Include the 
subcontractor(s) name, address, general type of work to be performed and the dollar amount.  If you will use subcontractor(s) 
but are uncertain who or the dollar amount; check “YES” but leave the lines blank.  
 

 After page 4 – Insert the following documents: The Illinois Office Affidavit (Not applicable to federally funded projects) 
followed by Cost Adjustments for Steel, Bituminous and Fuel (if applicable) and the Contractor Letter of Assent (if applicable).  
The general rule should be, if you don’t know where it goes, put it after page 4. 
 

 Page 10 (Paragraph J) – Check “YES” or “NO” whether your company has any business in Iran. 
 

 Page 10 (Paragraph K) – (Not applicable to federally funded projects) List the name of the apprenticeship and training 
program sponsor holding the certificate of registration from the US Department of Labor.  If no applicable program exists, 
please indicate the work/job category  Your bid will not be read if this is not completed.  Do not include certificates 
with your bid.  Keep the certificates in your office in case they are requested by IDOT 
 

 Page 11 (Paragraph L) -  A copy of your State Board of Elections certificate of registration is no longer required with 
your bid. 
 

 Page 11 (Paragraph M) – Indicate if your company has hired a lobbyist in connection with the job for which you are 
submitting the bid proposal. 
 

 Page 12 (Paragraph C) – This is a work sheet to determine if a completed Form A is required.  It is not part of the 
form and you do not need to make copies for each Form A that is filled out. 
 



 Pages 14-17 (Form A) – One Form A (4 pages) is required for each applicable person in your company.  Copies of 
the Forms can be used and only need to be changed when the required information changes.  Do not staple the forms 
together.  
 
If you answered “NO” to all of the questions in Paragraph C (page 12), complete the first section (page 14) with your 
company information and then sign and date the Not Applicable statement on page 17. 
 

 Page 18 (Form B) - If you check “YES” to having other current or pending contracts it is acceptable to use the phrase, 
“See Affidavit of Availability on file”.  Ownership Certification (at the bottom of the page) - Check N/A if the Form A you 
submitted accounts for 100 percent of the company ownership.  Check YES if any percentage of ownership falls outside 
of the parameters that require reporting on the Form A. Checking NO indicates that the Form A you submitted is not 
correct and you will be required to submit a revised Form A. 
 

 Page 20 (Workforce Projection) – Be sure to include the Duration of the Project.  It is acceptable to use the phrase 
“Per Contract Specifications”. 
 

 Proposal Bid Bond – (Insert after the proposal signature page) Submit your bid bond (if applicable) using the current 
Proposal Bid Bond form provided in the proposal package.  The Power of Attorney page should be stapled to the Bid 
Bond.  If you are using an electronic bond, include your bid bond number on the proposal bid bond form and attach the 
Proof of Insurance printed from the Surety’s Web Site. 
 

 Disadvantaged Business Utilization Plan and/or Good Faith Effort – The last item in your bid should be the DBE 
Utilization Plan (SBE 2026), followed by the DBE Participation Statement (SBE 2025) and supporting paperwork.  If you 
have documentation for a Good Faith Effort, it should follow the SBE Forms. 
 
 
 
The Bid Letting is now available in streaming Audio/Video from the IDOT Web Site.  A link to the stream will be 
placed on the main page of the current letting on the day of the Letting.  The stream will not begin until 10 AM. The actual 
reading of the bids does not begin until approximately 10:30 AM.  
 
Following the Letting, the As-Read Tabulation of Bids will be posted by the end of the day.  You will find the link on the 
main page of the current letting. 
 
 
 
 
QUESTIONS: pre-letting up to execution of the contract 
 
Contractor/Subcontractor pre-qualification -------------------------------------------------------------- 217-782-3413 
Small Business, Disadvantaged Business Enterprise (DBE) --------------------------------------- 217-785-4611 
Contracts, Bids, Letting process or Internet downloads --------------------------------------------- 217-782-7806 
Estimates Unit -------------------------------------------------------------------------------------------------- 217-785-3483 
Aeronautics ----------------------------------------------------------------------------------------------------- 217-785-8515 
IDNR (Land Reclamation, Water Resources, Natural Resources) -------------------------------- 217-782-6302 
 
 
QUESTIONS: following contract execution 
 
Subcontractor documentation, payments --------------------------------------------------------------- 217-782-3413 
Railroad Insurance -------------------------------------------------------------------------------------------- 217-785-0275 
 


