EDIT, CUT AND PASTE THIS TEXT INTO YOUR DIVISION'S LETTERHEAD

NOTICE OF INTENT TO AWARD CONTRACT

[PROJECT NUMBER – PROJECT NAME]

[TODAY’S DATE]


Dear Bidders,

On [BID OPENING DATE], the City of San José opened bids for the above referenced project.  


This letter serves as notification that the Director of [INSERT DEPARTMENT NAME] intends to award the contract to the apparent low bidder, [LOW BIDDERS NAME] on or about [SIXTH BUSINESS DAY AFTER DATE OF NOI].  

A bidder who wishes to protest this Notice of Intent may file a written protest with the project manager listed below within five (5) business days following the date this notice is issued.  Protests must be received before 5:00pm on the fifth business day, and must include the following information:  

a) The name, address and telephone number of the protestor;

b) The signature of the protestor or the protestor's representative;

c) The name of the City Project as listed on the Notice to Contractors;

d) A detailed statement of the legal and factual grounds of the protest, including copies of relevant documents; and

e) The form of relief requested.

The City of San José appreciates your interest and effort in preparing and submitting a bid for this project.  If you have any questions about the bid process or the City's decision to award, please contact the project manager listed below.
[CITY PROJECT MANAGER NAME]

[TITLE]

[DIVISION]

[ADDRESS]

San Jose, CA [ZIP]

Tel. Number:  [PHONE NO]

Email Address:  [EMAIL ADDRESS] 
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